






































And now ... PAGE GAGE! First time on 
any portable. Takes the guesswork out 
of page-end typing. Saves retyping and 
insures neatness. See it demonstrated. 


L C SMITH & CORONA TYPEWRITERS INC SYRACUSE 1 N Y Canadian factory and offices, Toronto, Ontarie. 
Makers aise of famous Smith-Corona Office Typewriters, Adding Machines, Vivid Duplicators, Ribbons and Carbons. 
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Pour yourself a 
50% saving in paper 


Mimeograph on both sides of the paper! Result—a 50% paper 


savings. 
How? Use the new A. B. Dick" Contac-Dri ink —a patented” ink 
that dries on contact with the paper... eliminates slip-sheeting . . . 
keeps set-off to an absolute minimum on a wide variety of paper 
cola <a CSD ZolU Malo] alo] (-maao) ol(-t Mol luols Mill -rolloh ich a 

Contac-Dri is another development that brings you truly MODERN 
mimeographing. A. B. Dick mimeograph products are for use with 
ol Muikel. +e) MT fol oll-msi-lalel mele] ol itaenilalem ol cele lta t Ms\-1ale Mi ial-Maelt] olen 
for full details. 
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A. B. DICK COMPANY, DEPT. 0-452 
5700 W. Touhy Avenue, Chicago 31, Illinois 


Without obligation, send me more information about [1] Contac- 
Dri ink (}] MODERN mimeographing. 
EE 
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ADDRESS __ 

EE EE ROE STATE 
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It follows the girl’s back around all day 


Sturgis engineers patented a regular clinging vine of a back 
support for stenographic and clerical chairs, called Follow-Flex. 
Let the girl turn right or left, lean forward or backward, the 
ingeniously steel-springed Follow-Flex clings faithfully 

to her back. Result: a 


relaxed, eflicient girl. é 
>, 
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VY You can't see all 


if the quality that’s 
( engineered into 
\ 
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Sturgis chairs. 
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( 


mf 


--- Or 


The secret of Follow-Flex is this steel 
spring which serves as a flexing 
agent between the comfortably 
padded backrest and the tubular 


steel back posts. 


Sturgis chairs are engineered for keeps 
. . . You can’t see all the quality engi- 
neered into a Sturgis chair but it’s there 
in full measure—and because it’s there a 
Sturgis chair is a long term investment in 
office comfort and efficiency. The Sturgis 
Posture Chair Company, Sturgis, Mich. 
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Why it pays users to buy INVINCIBLE 
“FOR BETTER BUSINESS LIVING” 


AN “INSIDE STORY"— 
From the standpoint of beauty and efficiency, In- 
vincible metal office equipment is a joy to have in 
any office. But you have to know about below-the- 
surface features to fully appreciate its comfort and 
lifetime durability. A good example is the Height 
Adjustment Feature shown in the drawing at the 
left. The foot may be screwed up or down to per- 
mit the user to adjust desk height at any point 
between 29 and 3034 inches. Floor contact is pro- 
vided at 4 positions—eliminates rocking on uneven 
floors. Large, rugged, securely anchored sleeve 
gives added strength to withstand jolts and side 
strains of moving—improves appearance—provides 
exceptionally stable desk support. Glides at bottom 
of each foot are of rust-proof material—prevent 
rust stains on floor after scrubbing. For detailed 
information on other distinctive construction fea- 
tures which convince users that Invincible equip- 
ment is a wise investment for better business living 
—write the factory direct. 





COMMERCIAL OFFICE EQUIPMENT 
INVINCIBLE METAL FURNITURE CO. © MANITOWOC, WISCONSIN 
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The Case for the Consultant 


BY AN OFFICE MANAGEMENT CONSULTANT 


OME time ago I received an invita- 
tion to join a professional society of 
office system engineers. Very quickly 

afterwards, | got supplementary news 
that the invitation was in error; that 
only those who work for a salary were 
eligible for membership. Those who 
work for a fee are ineligible. I am not 
on a salary; I am therefore rejected. 
Will not the attorney of a company ac- 
cept legal counsel as of equal protes- 
sional rank? 

I do not wish to lift this experience 
out of its context, nor to distort it. 1 
grant that any group may organize its 
society with any restrictions which it 
may decide to impose. To the extent, 
however, that the above incident sym- 
bolizes attitudes transcending the per- 


If legal counsel, from outside 
the organization, is accepted— 


why is there opposition to 
office management counsel? 


Photo by Ewing Galloway, N. Y. 


sonal prerogatives and opinions of mem- 
bers, it becomes a matter of general in- 
ierest; and more important, represents 
issues which management faces and 
should understand thoroughly. 

Historically, the consulting industrial 
engineer, working for a retainer or fee, 
probably antedated the staff depart- 
ment; in fact, contributed importantly 
to the growth of the latter. So far as 
1 am aware, the consultant never ¢on- 
ceived of himself as set apart from those 
who elect to serve one company, and in 
wne field, rather than serving many com- 
panies in one field. 

For my own part, I prefer retainers 
with companies having staff departments 
for research and planning, and particu- 
larly installation purposes, than re- 
tainers from companies which do not 
have such departments. I think it prob- 
able that other consultants will agree 
with this attitude. More often than 
not, I undertake to bring such depart- 
ments into existence with clients I serve 
who lack such departments. I believe 
that the consulting engineer and the 
staff engineer do not exist to the ex- 
clusion of each other; but that, if the 
issue must be forced and the two ranked, 
the consultant must outrank the staff en- 
gineer. The staff department can have 
no better friend than a consultant who 
can be the spokesman, for the interest 
which the two represent, with manage- 
ment. 

There are three things which I ean 
achieve, working on a retainer, that | 
could not accomplish were I working 
for the same enterprise in a staff ca- 
pacity : 

1. I can keep the tasks of research and 
improvisation segregated. The most 
effective long-term planning depends 
heavily on this segregation. The staff en- 
gineer, particularly in the field of office 
methods and systems, is constantly at 
the call of any new venture, any inter- 








ruption, he is the catchall for all ex- 
cess, or headaches. His ability to sepa- 
rate the two tasks is at best limited and, 
in most cases, completely questionable. 
2. Working on a retainer basis, I can 
obtain an objectivity and authority that 
| could not obtain were | a staff mem- 
ber. As a staff member I become a 
member of the social group, am on the 
same payroll, seek advancement trom 
the same people, aspire to some of the 
same positions as those whose work I 
have to plan, and comingle at the same 
watering places. Conversely, I believe 
that administrative and line personnel 
will accord me a degree ot cooperation, 
forthrightness and confidence which they 
can searcely afford to offer to others who 
draw their compensation and seek ad- 
vancement from the same source. 
3. I also can, working on a retainer 
rather than a salary, confer with top 
management with a frankness and effee- 
tiveness which the staff member can 
never accomplish. How effectively can 
the staff member treat with the methods 
or eonduct of his superior? The con- 
sultant is retained and reeeived as an 
equal. He is able to look the man in 
question in the eye, be he the chairman 
of the board or any ranking near him, 


Can a 
staff member 
effectively 
criticize his 
superiors? 


By Ewing Galloway, N. Y. 


and tell him that the problem that the 
boss thinks resides some other place, in 
effect, rests with the boss himself. The 
staff member has a subjective view of 
himself and his position in the company, 
and his superiors, from whom he must 
draw his positional security. Thus, the 
staff member’s Achilles’ heel merely re- 
flects my greatest area of effectiveness 
and enables me to serve him also as an 
objective and respected spokesman with 
the management of his own company. 

Beyond all this is another practical 
consideration. The volume of work of 
the research, planning and installations 
engineering staff does not flow smoothly. 
In the nature of the case, the burden of 
such work must be irregular. Manage- 
ment is caught in a dilemma: either to 
staff adequately for the peakload and 
take all the consequences of serapping 
and firing when the load falls away, or 
carrying too much overhead all the 
time; or, on the other hand, to staff in- 
adequately and be forever chasing its 
tail trying to catch up with the job. 

It is my opinion that management has 
a greater need for a consultant to advise 
it regarding its staff engineering de- 
partment than with respect to any other 
phase of its need for engineering ser- 
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MESSAGES THAT MADE HISTORY « 


COURTESY OF THE BABE RUTH FOUNDATION, INC. 


Frege? 


Ban, 


The specter of death had 

been in 11-year-old Johnny 

Sylvester’s eyes that morning when, in answer 

to an urgent message, “The Babe” visited him 

in the hospital. Ruth had given Johnny an auto- 

graphed baseball, and asked, “Will you get well 

if I hit a homer, just for you, in the World 

Series?” The stricken boy nodded a hopeful 
promise. 

This is the dramatic background for that now 
famous episode— Babe Ruth confidently stand- 
ing at the plate, and smashing a home run — just 
for young Johnny Sylvester. 

Johnny had his ball, autographed by “The 
Babe” personally, and lived, never to forget 
that the mighty Yankee had hit a home run, 
just for him. 


Your business correspondence may never 


No. 8 OF A SERIES * COPYRIGHT 1952 « 


GILBERT PAPER COMPANY 


"This one’s for you, Johnny’ 


save a life, but your letters are sure to make a 
favorable impression if they’re typed on Gilbert 
Bond —the quality standard of the entire indus- 
try. Unrivalled for that crisp “banknote” feel, 
Gilbert New Cotton Fibre Content Bond 
announces to everyone that your company is 
“quality.” Ask your printer or Gilbert Paper 
merchant for samples of Gilbert Writing Papers. 


BOND e ONIONSKIN e LEDGER e INDEX BRISTOL 
MANUSCRIPT COVER e VELLUM e SAFETY 


REPRODUCTION e« BANKNOTE PAPERS 


<GaiBeRrT 


PAPER COMPANY 
MENASHA, WISCONSIN 


A good letter is always better- written on a Gilbert Bond 
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~ |lace yourself, in tas office 
t ee ae 


he executive secretary © an tell you the value of 
a distinctively appointed office. Her position as liaison 
between public and executive finds her an authority in 
evaluating the impressions an office, functionally 
designed in quiet good taste, can produce 


for the executive of consequence. 


Carlton-Surrey's custom craftsmanship and individual styling can 
produce for you genial surroundings that reflect your personality, 


thereby deftly assisting you in important business decisions. 


We invite you to make use of Carlton-Surrey's newly 


inaugurated department which will assist you in the design _ | Hiatt [ Ik 


ik 





and decoration of your proposed installations. ~~ = see e 


GRAND RAPIDS NEW YORK 
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Mortrude Swivel chair — created by the eminent designer, Mr. Don Mortrude 
of Ideas, Inc., Detroit, Michigan. Here beauty and function are embodied 


in this comfortable and striking swivel arm chair. 


Shown below: A conversation group typical of Carlton-Surrey planning. 


——— 
arlton-Surrey 
INC. 


11 COMMERCE AVE., S.W., GRAND RAPIDS, MICHIGAN 
CHICAGO e© DETROIT e WASHINGTON, D.C. 
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Arnts FUNCTIONAL 


OFFICE-e¢fe 


THE PERFECT Fuckaged OFFICE 


Any arrange- 
ment can be 
made for ANY 


office space! 





Easy to 
assemble or 
disassemble by 





your own 


personnel. 





o Engineered to fit 
Any FLOOR PLAN! 





The Arnot Office-ette provides greatest flexi- 
bility in rearrangement, contraction or 
expansion where space is a problem. Arnot 
Office-ette will serve under ANY existing 
acoustical, lighting or decorative treatment. 





Engineered for the modern planning of the 
Architect, the Arnot Office-ette meets the 
demand for a flexible group of related units 
for portable or semi-private requirements. 











Arnot Engineering Service is available to 
assist you with your space problem. Write 
to: 





ARNOT AND COMPANY, INC. © 922 PARK AVENUE ¢ BALTIMORE 1, MARYLAND 
DEALER FRANCHISES AVAILABLE 
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vices. The preservation of the integrity 
of the work itself (being more complex 
than most realize) proper methods for 
evaluating results, correlating it with 
the human and psychological factors; 
and protecting procedures, organization 
and personnel from becoming the guinea 
pig of some planner’s dreams are all 
very real problems of management. It 
must keep staff departments so weak 
and ineffectual that they can do no ma- 
jor damage or, giving them strength and 
effectiveness, keep them under control. 
Since management itself is but a 
stage in the life of a modern business 
organization, how can the staff research 
unit be subordinate to management, to 
help give the latter its deserved effee- 
tiveness, and superior to it to assure 
that the broader or longer term interests 
of the enterprise itself are not prosti- 
tuted by management? In the realm of 
finance a part of the answer is supplied 
by the public auditor. In the realm of 
law it is supplied by the outside counsel. 
Where does the answer lie in the realin 
of general management? Much of it lies 


in (a) staff work at the planning level; 


“1 won't 
recommend 
retaining 
office 
consultants 
because 
they'll 
have the 
direct ear 
of the boss.” 


at the operation level; 
at the level of change 
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(the training and re-training of persen- 
nel) and installing new procedures, ma- 
chinery and organization; (d) correlat- 
ing staff work with the nature of the 
business itself. 

I suppose the life of the consultant, 
professional and personal, is less secure 
than that of the staff man on the pay- 
roll. But there are compensations on 
this score! There must be a verve and 
excitement which the staff man is likely 
to miss. No moss can grow beneath the 
consultant’s feet. Who ean fancy a 
situation like that of the head of the 
methods and procedures division of a 
large industrial corporation who pointed 
out frankly, to one who was a semi- 
stranger, that, “I need help and I would 
rather retain it than increase my staff. 
But I am not going to recommend the 
retention of consultants because they'll 
have the direct ear of the boss. I’m not 
going to build up my staff to the poimt 
where it would be adequate to do the 
job which I face because ’'m quite sure 
that on the day of curtailment and re- 
trenchment, the staff of my department 
would be the first to get cut if the de- 
partment itself is not eliminated. I’m 
not going to worry particularly whether 


By Ewing Galloway, N. Y. 
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Turners Falls, Mass. 


or not we are doing an adequate job. 
We do enough to make it apparent to 
management that our overhead repre- 
sents a good investment. The thing 
which the boss does not know is how 
much more effective we could be if we 
were adequately staffed or in a position 
to supplement our forces through re- 
tainers and have the authority to go 
through problems which we now go 
around. This department was established 
because it is the vogue and we are surely 
going to do enough that, at least in 
good times, the boss will have no cause 
to regret his decision. How is he to 
know that he can get four times the re- 
sult if he would double his commitment, 
as I am confident he can.” 

The growth of industrial engineering 
has been rapid in the last 25 years, both 
on a consulting and on a staff basis. 
Principal fields of activity have been 
production, transportation, selling and 
distribution. Only recently has the engi- 
neering work, with respect to general 
management, and paperwork, received 
important attention. This is a diverse 
and complicated field. Office work as 
an operational problem is a parallel to 
production as an operational problem. 
However, management, which also funce- 
tions on paper and heads up in the office, 
is concerned with office operations as 
well as with all other phases of the 
business. Few colleges and universities 
have consciously educated men for these 
inter-related fields and curricula for this 
purpose are comparatively recent. There 
is, therefore, a shortage of qualified men 
in the field. The greatest sources of 
talent have been oblique, not direct, 
men being drawn from four angles: 
accounting, office equipment and office 
supplies (printing) field, industrial en- 
gineering and schools of business man- 
agement. The clerical field, reaching into 
all parts and phases of business, repre- 
sents an operational problem peculiar to 
itself. Its needs are not adequately 
covered by personnel trained in any one 
of the four fields defined above, but re- 
quire a combination of all of them. It 
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For Immediate — 


Bastas 





Standard Boorum & Pease 

Analysis Pads, Columnar Pads and bound 

Accountant's Work Sheets are immediately available 
through your stationer. All sizes, all rulings, 2 to 30 columns, 
white, buff or green tint paper . . . most complete line made 

... famous Standard quality. Select the right 

pads for your needs from your 


stationer’s complete line. 


Product 
BROOKLYN 1, N. Y. 


FOR EVERY RECORD ~- A WAY TO KEEP IT 
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NOW YOUR SECRETARY 
CAN BE IN TWO PLACES AT ONCE! 


The more freedom your secretary enjoys, 
the greater her value to you. SoundScriber gives her 
that greater freedom. Freedom from daily time-consuming 
personal dictation ... freedom to devote more hours 
to more important work. And today, remember, good 
secretaries are hard to find and keep.* 
So, treat yours considerately. Make her job 
and yours easier with SoundScriber. 
Mail coupon today for the full story. 


It’s worth reading. 


* Recent business surveys show competent secretarial 


help is at an all-time premium. 


nr ned 
SOUNDSCRIBER Corporation, New Haven 4, Conn. 
Please send me “Tycoon Brochure.” 


JOUND/CRIBER 


Trode Mork 


First All Electronic Dictating System 





First Disc Dictating Equipment 
230 Sales and Service Centers Coast to Coast 
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is more difficult to specialize in these 
inter-related fields. An engineer may 
be dealing with the chairman of the 
board regarding his own methods at one 
moment and the next he may be con- 
cerned with a technical office machine, 
personnel or a procedural problem. This 
results in a good deal of caprice, not to 
say chaos, in this field at the present 
time. One illustration of the confusion 
is the decentralization of office work 
along with the general decentralization 
in industry. That is confusion to the 
point ot irony. As production decen- 
tralizes, the paperwork problem becomes 
more complicated and should represent 
an integrating influence and, therefore, 
be centralized. Top management may 
delegate authority but it cannot delegate 
responsibility, except at its own risk. 
Delegating authority without informa- 
tion and control, is to gamble. In this 
situation, staff departments for office 
engineering have been multiplying in re- 
cent years. As a result, professional 
Not a little 


societies have sprung up. 


of this development represents a staking 
out of rights and privileges which may 
have little to do with the integrity of 
staff work, which is fundamentally pro- 
fessional work by its very nature. Man- 
agement can well afford, in my opinion 
to devote fresh thinking to these prob- 
lems and to keep abreast of what is go- 
ing on in this new field. Since the con- 
sultant can only exist by the suecess of 
his work, his professional life being de- 
pendent largely on a succession of short- 
term contracts, the greatest guarantee of 
the maintenance of essential professional 
integrity is likely to come from the con- 
sultants. The growth of professional 
societies which undertake to draw a line 
between serving on a salary and on a 
retainer, to the disadvantage of the lat- 
ter, is indeed provineial in outlook. 


(The pros and cons of the foregoing 
subject have been long lasting. THe 
Orrice invites, for publieation, the 
views of readers holding divergent opin- 


" 
-Ed. ) 


ions. 


mark of the fine office 


WORDEN SECRA-TYPE DESKS 
FEATURE EFFICIENCY AND 
FATIGUE REDUCTION 


The stationery compartment is 
an integral part of the mecha- 
nism and is automatically con- 
trolled when typewriter is 
placed in position of storage 
or use. Stationery is always at 
operator's finger tips without 
changing from writing posi- 
tion. Positive action, no vibra- 
tion, full top working surface. 
The last word in convenience, 
economy and fatigue reduction. 


No. 242ST — 42” x 32” 
Patent No. 2133807 


-WORDENz 
wonoen MAA Ae 
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PANAMA-BEAVER 


quality, weight and 


wee LETTER ~ perfect 


purpose. You simply 
cannot procure more 


for your money. . . . 


production 


WW. stoutly insist that PANAMA-BEAVER 


Typewriter Ribbons are best for superior letter 
production . . . because of their fine inking, re- 
cuperative property and sustained perfection 
on the job. Short cut to office efficiency... 


and unmatched for ultimate economy! 


a) a 
PANAMA-BEAVER 
Yibboudk aking 

MANIFOLD SUPPLIES CO., 18% 3rd Ave., Brooklyn 17, N. Y. 


Coast to Coast Distribution 
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MODEL 201 
Popular because it can be used for 
adding and multiplying as well as 
for protecting cash . . . extremely 
low priced. 


MODEL 201A 

Upright Service. Station Model 
Brand New ... has all the famous 
R. C. Allen protective features. 
Especially designed for operators 
who prefer the upright type cash 
register. 





MODEL 511 
Protects both stock and money. 
Designates merchandise or kind of 
service and attendant. Accumulates 
locked in totals of gallons of gas 
sold as well as money values. Han- 


dles cash and charge soles, re-. 


ceived on account and paid out 
transactions. 


R.C.Allen 


CASH REGISTERS 


designed to protect 
every business transaction ns 


e service stations @ drug stores © clean ; 
ers and dyers ® food stores ® liquor, 


‘stores © supermarkets © variety stores © : 
barber and beauty shops ° pitas 


stores © and many more . 


designed to soll with ease 


_ ++ all 16“. C, Allen Cash Register modelale 


“give tae most in protection and infor 
mation 


.. all 16 are Sanson, tov in 1” adding® 
r operation® — 


‘machine and cash 
within one unit 


. and you can add new custeeuere-nal 
profits with our liberal “partnership” 4 
discount _ 3 


Spring is HERE! 


Be tion and to get your share of Service Sta- 
Garage cash re, fiuetr business .. 
models are illustrated. PLACE 
YOU ORDER NOW! © 


R.C.Allen 


Business Machines, Inc. 


679 Front Avenue, N.W., Grand Repids, Michigan 
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MODEL 611 


(Six carriage 
widths available) 


R.C.Allen Business Machines, Inc. 


679 Front Avenue, N. W., Grand Rapids, Michigan 








NAMES IN INDUSTRY... 
CHOOSE DESK TOP EQUIPMENT! 


BERT M. MORRIS CO. is foremost in the 
field of matched Desk Top Equipment. 


The complete setting shown—pen set, 
memo pad, letter tray, ash tray, and 
phone rest, retail for less than you would 
expect to pay for one fountain pen set. 


MORRISTRAY—One of the most functional 
letter trays on the market. Extra sturdy, 
two point suspension allows quick, easy 
access from the entire front and both sides. 
Available in either letter or legal size, 
tiers may be quickly added—removed— 
or combined. 


BERT M. ORRIS CO. 


Dept. O-4, 8651 West Third Street 
tes Angeles 48, Celifernia 
In Canada: McFarlane Son & Hodgson, Ltd., Montreal, Que. 


AVAILABLE 
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THERE 1S NO SUBSTITUTE 
FOR QUALITY. All Morrix 
writing sets are equipped 
with iridium tipped points 
and each point is t 
and approved at factory 
Sor writeability 


IN — GREY — BRONZE 
WALNUT — MAHOGANY and GREEN 


Desk Top Package Deals —#100 and #200 
Inquire about the surprisingly low cost of 
matching your desk with these items. 


“i 


FOUNTAIN PENS — an effi- 
cient and economical pen 
set with “thread-in” point 
section. A real time and 
money saver in any office 


BOOK ENDS — at last — 
inexpensive book ends 
to match modern office 
furniture 


A 


MEMO PADS — available in 
two types. With jewelers 
bronze bar that drops as 
paper is used, or standard 
box style 


MORRISET —The constant 
flowing, finest all - round 
writing implement. Holds a 
full 2’ ounces of ink.Choice 
of 6 quickly replaceable 
“thread in” points-extra fine, 
ine, medium, broad, stub. 


ASH TRAY—A real He-Man 
ash tray. Glass lined, per 
fect for any desk or con 
ference table 





This 


Revolutions 


ae OX: Combination | 
| : pe U 
,Veauet Record -Keeplts 


That will 


Ti csscils are made to be kept—not 
just any old way, but neatly, accessibly, systematically, safely. The one 
sure method that meets this ideal is the combination of 


ACCO FASTENERS 
and ACCOBIND FOLDERS 


Acco-binding in Accobind Folders of fine 
pressboard is “the touch of perfection” 
in office filing. It rids your files of soft 
folders, scattered papers, loose and mis- 
laid sheets, It assures security, availability, 
system, proper sequence. It saves time, 
temper and money. 


Acco-binding can be used in every de- 
partment of your business—for temporary 


or permanent filing. Simply Acco-punch 
your correspondence and other papers, 
place them over the prongs of the Acco 
Fasteners in your Accobind Folders and 
be assured that “ACCO-bound papers are 
SAFE papers.” 

Why not settle now the vital matter of 
record-keeping in your office for all time? 
Start Acco-binding and see what it saves. 


All good stationers have Accobind Folders and Acco Fasteners (30 styles) for your every need. 


ACCO PRODUCTS, INC., GGDENSBURG, N. Y. 


In Canada: Acco Canadian Co., Ltd., Toronto. 
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OFFICE TIP! 


why lift the box top... 
and "pinch" the sheets out? 








dO_1UD ec 


LYRE RIES : Exclusive feature... with these fine boxed papers: 
fet BERS AM \ EAGLE-A COUPON: 

T\pea\ RAY tS? \ BOND (100% Rag Extra Number One) 

EAGLE-A AGAWAM: 

BOND, ONION SKIN (100% Rag) 


EAGLE-A CONTRACT: 
BOND (75% Rag) 
EAGLE-A ACCEPTANCE: 
BOND (50% Rag) 


EAGLE-A TROJAN: 
BOND, ONION SKIN, 
MANUSCRIPT COVER (25% Rag) 


EAGLE-A QUALITY: 
BOND, MANIFOLD (Number One Sulphite) 





» wnen Eacue-a's ONAN | BOXED 


PAPERS 


"Hinge-Top" box lets you TYPEWRITER ala ites 


slide out the sheets you need! 
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WHAT PRODUC-TROL DOES FOR 
THE COLEMAN COMPANY 


Keeping over 100 Coleman lighting and 
heating products on exact schedule is a whop- 
ping big job. But it’s only part of the job 
that Produc-Trol visual control does for the 
manufacturer of the gasoline lamp and camp 
stove that every veteran soldier, camper, and 
woodsman knows. 


Here’s how Clarence Coleman puts it: “The 
simplicity of Produc-Trol and the degree of 
production control which it affords, have 





WESTPORT 2, 


controlling our 


CONNECTICUT 
I'd like to know what Produc-Trol can do in 


eo 


* 


ra 


eliminated many otherwise necessary records 
... Produc-Trol minimizes chances for bottle- 
necks, material shortages, mistakes, and over- 
sights, any one of which could seriously im- 
pair our production effort.” 


Small wonder, therefore, that Produc-Trol’s 

job at Coleman has recently been expanded 

from complete production control throughout 

the plant to the control of inventory, assem- 

bly, product design, purchased specialties, 
spare or repair parts, and 
sales statistics. 


Like Coleman, over 12,000 
U.S. plants depend on Pro- 





NAME 


time schedules and smooth- 





POSITION 


er, more profitable opera- 








(Please attach to your business letterhead ) 


tions. Why not you? Why 


t 

] 

] 

' 

' 

‘ 

' ° A 

« duc-Trol to maintain on- 
y 

i 

4 

' 

' . . 

J not mail this coupon now? 














PRODUC-TROL 


fol aul a a-Veltielaim Great ice) 


INSTALVELOPE 
for Improved 


in Bu iIness Time Payments 
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ROTOR-FILE 
for Time-Saving, 
Space-Saving Filing 


wile]. ihe) 4 
for Positive 
Record Analysis 








you the proof on accurate drawings. Why not write for his 
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SAFE] STAK 2 FILES 


If your office is bulging at the seams, and storage space has 
evaporated—you'll welcome the call of a Diebold File Analyst! 
This gentleman will show you how you will get 10-20 or even 30% 

more filing capacity in your present storage area with the magic 





of Safe-T-Stak! He will actually survey your area and show 


call, or more information today. 





| & =) { .») th 
7 Fre « “ 
ie . 
tera i~ ¥ Here are two outstanding bro- 
“en Yi chures no modern office should 
be without — (1) ‘Record Reten- J 
S&S tion Recommendations’ which ” 
EE tells how long each record should oe 
' be kept, (2) ‘'Plan for Record Sur- x 
ae Ey vival’ which reviews methods to N ¢ 0 : 
‘ BS safeguard records in case of war. C Rp A , 
_ Sent free of charge, upon request Q T ies 
——— on your letterhead. Please specify Nton 2 ly 0 , 
which brochure you desire. ’ 10 ‘ t 
SERVin . 
_— ae a ; Since USING 
Microfilm ® Rotary, Vertical and Visible Filing Equip- CE I8s SS 
ment © Safes, Chests and Vault Doors © Bank Vault ° 
Equipment * Burglar Alarms 





You'll agree that double track 
makes for faster, smoother, more 
efficient railroading. Likewise, in busi- 
ness, two telephone systems are 
better than one! ... Your regular 
city phones for incoming and 
outgoing calls, and SELECT-O- 
PHONE for all inside communi- 


cations ! SELECT-O-PHONE is 
automatic, operates independ- 
ou ently of your switchboard, 
permits you to talk with 


from one to 55 inside stations, 
Track ? individually or collectively ! 
& 


SELECT-O-PHONE helps ex- 
“gee pedite orders, frees your switch- 
board—saves time and money, 
increases operating efficiency! 
Get the facts—and you'll 
get SELECT-O-PHONE! 





SELECT-O-PHONE Dial Intercommunication 
Systems are sold, installed and serviced 
by factory trained, exclusive, franchised 
dealers all over America. 


KELLOGG Seleat- O-Phone: 


THE INSIDE VOICE OF BUSINESS 














SELECT-O-PHONE DIVISION 

Dept. 10-D 

Kellogg Switchboard & Supply Co. 

6650 So. Cicero Ave., Chicago 38 

Please rush your new “Hear's How” booklet that explains 
how | can benefit from Kellogg SELECT-O-PHONE Dial 
Intercommunication. 

Name__ 





Company 
Address 


GET THE FACTS 
MAIL TODAY! 








Fe eee 
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ONLY YOU KNOW YOUR / 
OWN SECRET 
COMBINATION 














Card drawer for 3x5, 4x6, 
(cap. 3,000) or flat or check 
filing. Two letter drawers— 
ball bearing—compressor— 
non suspension. Strong com- 
bination lock. Safety vault. 
Stationery supply storage 
section — welded shelf, out- 
side door. Comes complete 
with lock and keys on stor- 
age door. 
St 
Ovielde Section 
7 
W 1 
16” |16 


HEAVYWEIGHT 89 LBS. SHIP. WT. 
CBI-C (LEGAL SIZE) ALL DIM. AS 
ABOVE, EXCEPT WIDTH, 30”. 
AVAILABLE IN GREEN O8 yon 
INDICATE COLOR. PLUNGER 
FOR ALL DRAWERS, $9.90 xmas. 








y 2 & ONLY 
EXPORT q 
INQUIRIES 9 5 


(LETTER) 





CcB-1 





CB1C—LEGAL SIZE $49.95 


PRICES 20% HIGHER ON WEST COAST 
AVAILABLE FOR IMMEDIATE DELIVERY 


art steel sales corp. new york 63 n. y., vu. SG. 
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THE WORLD'S FIRST 


QUICK 
PHOTOCOPYING 
METHOD 


in use since 1949 


and still unsurpassed 


ATI {Ye QUICK-COPIER | 


(protected by international patents) 


PLETE a RELA RC AR A Nha eT eRe meme 


Of course | aud morcover 


No darkroom, no developing or Double-sided copies, 
fixing baths, no washing or dry- Copies from the thickest books, 
ing installations. Transparent copies from which 
Exact facsimiles with black text blue-prints or duplicator stencils 
on light ground from any origi- can immediately be made. 
nal — whether transparent or COPYRAPID texts can be neither 
opaque, whether printed on erased nor washed away. 
one or both sides. These copies can therefore be kept 
Your own typist can make it indefinitely -— even in tropical 
immediately. climates. 

beta 


Thousands of users in over 40 countries can certify its efficiency 


DEVELOP KOMMANDITGESELLSCHAFT DR. EISBEIN & CO. 


KLEEMANN-STRASSE 6 STUTTGART-BAD CANN STATT US ZONE GERMANY 


Sole distributors for Canada: 
BLOCK & ANDERSON LTD., 2052 ST. CATHERINE STREET WEST, MONTREAL 








Federal Specializes in 


COMPLEX Business Forms 


including 


a fe 

SNAP ‘N PART 

Ai oy 

Carbon-Interleaved 
Sets 








& 


Federal designs and prints forms to solve 


your business problems. We specialize in 
complicated carbon-interleaved sets of all 
sizes and combinations of sizes. And because 
we use only the fastest, most modern ma- 
chines available, you can depend on us for 
finer precision-printing — and prompt deliv- 
ery. Federal prices are attractive. Why not 
haye us quote on your next job? 





FREE FORMS FOLDER 
Federal Business Products, Inc., Dept. J, 
90 Gold St., New York 38 
Send me your free illustrated folder, “Short Cuts 
in Business Forms” 
NAME 
ADDRESS 

















ZONE_____ STATE 
at fay ’ : 


Vd, PRINTERS OF BUSINESS FORMS SINCE 1926 


business Products, me GOLD ST. , NEW YORK 38 * CO | 


' 
Pe 
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aren an ee 









































Pitney-Bowes’ fast, low-cost 


fice Folding Machine 


...80 simple in operation 
anybody can use it! 





A practical, efficient folding ma- 
chine for offices, this PB model can 
be used by anybody after a few min- 
utes instruction . . . avoids peak pe- 
riod delays and overtime, saves hours 
of manual folding, or the expense of 
having folding done outside. . . pays 
for itself quickly. 

Fully automatic, high speed .. . 
takes all routine forms from 3x3 4 to 
11x24 inches . . . makes eight basic 
folds . . . will put two parallel folds in 
an 84x11 inch letter size at 10,000 
per hour... Feeds and delivers from 


Double Fold 


THREE of the machine's 
’ eight basic folds 


the same end, saving operator effort 
and working space. 

Easily adjustable . . . handy dials 
set this folder for paper thickness 
and position of folds . . . ready for a 
new job in a minute. Only 36 inches 
long, 1814 wide, 2014 high, can be 
easily stored when not in use. 

Precision built by Pitney-Bowes, 
world’s largest maker of postage 
meters, and backed by nation-wide 
service from 93 offices in U. S. and 
Canada. Call the nearest PB office for 
information or send coupon below. 


PITNEY-BOWES 


Leading makers of mailing machines...offices in 93 cities. 


PITNEY-BOWES, Inc., 3429 Pacific St., Stamford, Conn. 
Send free illustrated booklet on Folding Machine to: 


Name 





Firm 





Address ; 
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"3 National Machines save us 


$27,000 a year’... 


"Three National Payroll—Account— 
ing Machines save us $27,000 

a year, which returns their 

cost every 8 months. We use 
these machines for payroll 
writing, analysis and distribu- 
tion and other accounting jobs. 


"Recently we installed two of 
your Class 31 Accounting 

» Machines for General Accounting 
' work and have recently ordered 





COMPANY 





Upjohn 


another for still another job. 
We expect to effect substantial 
savings with them as well. 








"We also use National Cash 
Registers in our cafeterias and 
canteens, and National Adding 
Machines in our offices. These 
machines, too, have paid for 
themselves through savings and 
other benefits." 


Vice President & Treasurer 
The Upjohn Company 


Typical medicines, 
produced with care by 
Upjohn, internationally 

known manufacturer of 
pharmaceuticals. 

The Upjohn Company (Kala- 
mazoo, Michigan) knows the vital 
necessity of accuracy in their in- 

gredients and their compounding. 
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NATIONAL PAYROLL-ACCOUNTING NATIONAL SALES REGISTER. 

MACHINE. Pays for itself in Upjohn’s cafeterias by speeding 
(Model used by Upjohn). Has 25 payroll totals, service and enforcing correct recordings of trans- 
and 42 totals for analysis and distribution. actions. . 


7 
+. 


: oe 
NATIONAL CLASS 31 ACCOUNTING MACHINE. 
(Recently installed by Upjohn). Latest devel- 
opment for multiple-duty accounting. Has elec- 
trified typewriter for typing descriptions. 


NATIONAL ADDING MACHINE. 

(Model shown used by Upjohn). Has time-and- 
effort-saving features never before combined on 
one adding machine. 


National machines promote ac- returning their cost as handsome 


curacy in accounting by doing up 
to % of the work automatically 
— and what machines do auto- 
matically the operators cannot do 
wrong. 

National machines soon pay for 
themselves out of the money they 
save, then go on year after year 


profit. 

There is a model for every size 
and type of business. Let the 
local National representative, a 
trained systems analyst, show 
what you can save with the Na- 
tional System suited to your par- 
ticular needs. 


THE NATIONAL CASH REGISTER COMPANY, 
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SPEED UP WORK! CUT DOWN COSTS! 


Make Direct Copies of Almost Anything 
with the Amazing Desk-Top OZAMATIC! 


HERE’S ALL YOU DO: 


1. Just Feed in Originals! 
No Retyping, No Stencils 
.--No Plates, No Nega- 
tives... No Darkroom... 
No Messy Inks! 


2. Get Clean, Dry Copies 
Instantly! No Proof-read- 
ing...No Poor Carbons 
...No Smudge or Distor- 
tion... No Drying. 


CUT ORDER HANDLING COSTS 
One of hundreds of OZALID uses 


A Wholesale Hardware Firm* has one girl process 
1,000 bills a day — nine times as many as before! 
A Drug Chain* keeps accurate, up-to-the-minute in- 
ventories with Ozalid! 
A Manvfacturer* uses Ozalid to save $8,000 a year 
in procuring supplies! 
* Names and details on request. 
—— —— —_——_ — — “= 
‘pt. OF-5 | 
ZALID, Dept. OF) 
| venom | oeang ae Corp. 
| ee eect ae me complete informa- 
Gentlemen: rast s -hine. 
tion about your OZAMATIC macni 


Name 


This simple-to-operate OZAMATIC 
machine copies anything written, 
drawn, typed or printed on ordi- 
nary translucent materials. Makes 
positive, ready-to-use copies up to 
16 inches wide, any length, at 
speeds up to 30 feet per minute. 
Your first copy is ready in seconds, 
or you can have 1,000 letter-size 
copies an hour at less than 14¢ 
per copy. 

Send today for full details — or 
call the Ozalid distributor listed in 
your telephone book. 


Cut Copying Costs 


WYANT 


Johnson City, N. Y. A Division of General Aniline & Film Corporation. ‘From Research to Reality.” 
Ozalid in Canada — Hughes Owens Co., Ltd., Montreal. 
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CHAPTER I: ropriately 
dgy-faced eer pos vi dupli- 

The smu Peer faille. sat nes for herself. 

dressed in hine. feeling mes" button-nose- 

cating mac js. a smear: On - loser with 

On her weg”? was a four-time carbons. 

e was = watt 
a yar spirit duplicating 
old-fash 





CHAPTER II: 


The clear-faced secretary, appropri- 
ately dressed in pink organdy. sat near 
her duplicating machine, feeling 
Proud of herself. On her ha 
smear: on her button. 
On her lips, a smile. 
her future unafraid 
learned about 


the new QUEEN 


"proleet-o-eoat" 


Spirit duplicating 
Carbon papers 


coated by an extraordinary process 
that absolutely safeguards hands and 
clothing from smudge and smear. 
e insures sharp, 
ns, too! 

® is 
Seller List! Ask 
ing agent to get 
+ available in flat 
it forms—plain or 


nds, no 
nose, no smudge. 
She was facing 
now that she had 


clear copies on lon ru 
QUEEN'S «# 

on every office’s" Best. 
your boss or purchas 
some free samples 
sheets or master un 
pre-printed. 





CARBONS 
Manutocturers of: INKED RIBBONS, HECTOGRAPH DUPLICATING 
CARBON PAPERS, MASTER UNITS, CARBONIZED ROLLS, ago a 
= ORIES Brooklyn, New York * Chicago, Illinois , Geor 
FACT! : 5 
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PLAID HOUSEHOLD FILE 


LEATHER-LIKE 
EXPANDING FILE 

















EXPANDING WALLET 


SINCE 1906 


From the very first item to 
the present line of over 
3,100 stock items, we have 
concentrated on crafts- 
manship and the finest 
quality and grades of raw 
materials, making our line 
an outstanding quality line. 


We have 5 separate fac- 
tories for your protection 
and added service. 


Write for our Catalog. We 
also invite: your .inquiries 
for specially made pro- 
ducts. 





t 


PROPOSAL COVERS 


SS 


Wi nye 


SW 
ep 


VERTICAL FILE 











SUPER POCKET. 
“THE ALL PURPOSE FILE” 


THE Gimead MANUFACTURING CO., INC.- HASTINGS, MINNESOTA 
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PUSH-BUTTON MULTIPLICATION 
delivers rearmament figurework 


EASIER-FASTER-SURER 


FASTER — because Marchant’s mechanism 

performs at speeds ranging up to twice 

those of any other calculator 

EASIER —because Marchant saves 

the operator at least one step in 

every multiplication problem. 

SURER — because Marchant is 

the only American-made 

calculator with dials for 

verifying the keyboard entry. , 

More than half of all calculator work ‘ 

is multiplication. Therefore, the obvious ‘ P a Sen 

choice is the calculator that multiplies j Enter multiplicand in keyboard. 

an. Ot see eee eee | hiisaldindieblahaaunaes 
prove it with a demonstration 
on your own work 


Mail this Coupon with your business letterhead to get our free 
: GUIDE TO MODERN FIGURING METHODS CT ' 
: ILLUSTRATED BOOKLET ABOUT MARCHANT CALCULATORS C ' AMERICA’S FIRST 
: MARCHANT CALCULATING MACHINE COMPANY : 


DAKLAND B&B, CALIFORNIA 





as multiplier is entered in Auto- 
matic Multiplier 
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« extra handsome 
reproductions 
it no extra cost! 








MERCURY-LITH ROLLERS AND BLANKETS 
for Multilith printing machines 


MERCURY-GRAPH ROLLERS 
for Multigraph duplicating machines 


a 


When you print with Mercury Rollers and Blankets, 
it is hard to tell your reproductions from work 
turned out on full size presses in fine printing 
and lithographic plants. That’s because these 
accessories are custom-built to extra high 
standards by the largest plant devoted exclusively 
to rollers and blankets for the graphic arts. Once 
you’ve used Mercury Products, nothing else will do. 





RAPID ROLLER COMPANY 


D. M. RAPPORT, Pres Federal at 26th Street CHICAGO 16 
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Find out why daily, more and more cost-conscious busi- 
ness firms are adopting ‘‘Autopoint” Pencils for organ- 
ization use...the famous pencils with “Grip-Tite” 

Tips that won’tlet leads wobble,turn or fall out. 


By equipping employees with “Auto- 
point” Pencils, many cut their pencil costs 
IN HALF! And they get a cost-cutting 
bonus of pencil sharpening time 
saved, greater efficiency, trouble- 
free writing. Why don’t you 
save this kind of money? 

Send for free booklet 
showing full line of 
“Autopoint” Pen- 

cils, with low 
quantity 

prices. 


No. 8 No. 8 
Double End 
Pencil 

Has finger grips colored to 

indicate color of lead: red, blue, 


green, purple, yellow or black. 
Available in the same style for both 


Utility Pencil 
Has harmonizing clip, 
eraser ferrule and tip in sil- 
vonite finish. Available in the 
same style for both standard and 
“Real Thin” leads. 


MAIL COUPON FOR FREE BOOKLET 
AND LOW QUANTITY PRICES 


“Autopoint” and "Real Thin” are trademarks of 
Autopoint Company, Chicago. 


— a ee nr 


1801 Foster Ave., Chicago 40, Illinois 

Please send me free BOOKLET giving quan- | 
tity prices on “Autopoint” Better Pencils for | 
Organization use. 


O Check here to have representative call. 
A ee Cee ee 
Company_ 

Position a 

Street Address_ a 
Coit Zone State 


| Auroroint COMPANY, Dept. 0-4 
! 
| 
| 
| 
| 








SPEED-O-PRINT 


"age 


Liberator 
Model 200 
$1§450 el $10 


(Plus Excise Tax) 


Hairline registration it's the world’s finest 
licotor. Features front paper stops yutomeat 


e, open cylinder with cutomatic brush 


uturam Grey or Ebony Block Finishe 


Liberator Model 50 *L Liberator Wedel 100 
Features accurate registration and 


Reproduces postcard to legal size 
Features backstop paper weight, 
side guides with 2 posts instead of 
1, to assure accurate registration. 


Postcard (3x5) to menu size (6x9) 
ideal duplicator for restaurants, 
hotels, drug stores, etc., for repro- 
ducing menus, sale togs, postcards 


Aut t 
$7950 utomatic aims $9950 ftenatie oa $] 9950 a Se. 


Counter, 
(Plus Excise Tax) (Plus Excise Tax) (Plus Excise Tax) 


automatic roller release to assure 
perfect, clean copies. Reproduces 
postcard to legal size. 


1801 W. LARCHMONT AVE 


SPEED-O-PRINT CORPORATION CHICAGO 13, ILLINOIS 


MONTREAL 


PEED-O-PRINT (CANADA) LTD 77 ST. CATHERINE ST. WEST 
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NO ADVANCE IN PRICES! 


Immediate Delivery 


6 SETS TO A STRIP. 


poecruamm (9,4 W-2 FORMS 
FoR 1952 


ORIG may 
ot Lowe This P 


witnno 
“ — sar roman - 


AD EN PRENSLRG ANTM eh Becca rp 
PSR POST 8 


Neate EBA “i Nag ah 





oases 


Approved by 


@ U. S. Treasury Department 


© Various States A SIMPLE “SNAP-OUT” MOTION 
(5 and 6 part forms) INSTANTLY SEPARATES FORMS & CARBONS 


@ Various Cities where practicable 


SS ee ea 


Original and Duplicate Remain Attached 
@ Special 5 part form for States of 


New York and North Carolina Without Carbon. 


Forms W-2 and Envelopes including 
employer’s imprint can be shipped 
within a few days from receipt of 
order. 


S-K FORMS CO. 


1619 WALNUT STREET 
PHILADELPHIA 3, PENNA. 
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ANITARY BASES 





a 





all size files 


$325 


Letter Size $355 


pronto ale 








FILES 


Legal Size $435 


Check Size $2.40 


20 sizes to choose from. Size and price chart on request. 


LOCATE YOUR RECORDS EASILY 


—No more need of fussing and fuming. 
With Pronto files you can get at all 
records just as easily as in your regular 
active files. 


BEAUTIFUL APPEARANCE — 


Pronto files are beautiful in appearance, 
finished in an attractive olive green. The 
steel drawer front matches your regular 
active office files. 


STURDY CONSTRUCTION— 
Prontos are built of 275-lb. test corru- 
gated fibre board and reinforced with 
steel on the shell and the four corners 
of the drawers. 


SAVE FLOOR SPACE— Constructed 
so that they interlock into solid units and 
stack as high as the ceiling, saving valu- 
able floor space. 


PRICES SLIGHTLY HIGHER IN TEXAS, COLORADO AND WEST OF THE ROCKIES. 


285 Madison Avenue 








PRONTO FILE CORPORATION 


New York 17,N_.Y 


FOLLOW BLOCKS 


made for any size file 





These Who WRITE May READ 


KEE LOX TIMELY CARBON 


For Those Who Need Many Copies. _ 
THE MOST PERFECT CARBON OF 1952. 


20 Copies 
At One 
Writing 

All Clean 


Not a Smear 
or Rollmark 


Automatically col- 
lated (ready for the 
typewriter) the car- 
bon between the 
manifold sheets in 
the Kee Lox patented 
Kopy Aligner Collat- 
ing Device and Box 
combined. 





Very Easy 
to Use 


Why use disagreeable systems when 
you can make up to 20 or more perfect copies 
easily and quickly on your own typewriter? 


SAVE TIME—SAVE ANNOYANCE—SAVE MONEY 


FILL IN THE COUPON AND PROVE IT—FREE!—IN YOUR OWN OFFICE. 


We will send free to any Purchasing Agent, Office Manager or Secretary, 
25 sheets of this famous 20-Copy Carbon, in your size, in a Kopy Aligner 
patented Collating Box. Write on your letterhead, please. 





Peeseueceeceseeeeseesess teeseeeseeseasaeeseG 
KEE LOX MFG. CO., Rochester 1, N. Y. 
Please send Free Samples and Box as above to: 


MAIL 
TODAY, 
THANKS. 


ADDRESS 

We use [] Electric [) Standard [j Noiseless. 
We make copies at a time. 

SIGNED 





"hap aha aieataticn aleraiariad 
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Discriminating Stenographers 
are switching to Klean -Write | 
NYLON Typewriter Ribbons “4 


This amazing new weave of Nylon 


has outstanding absorbency, will stand 


more pounding, both on electric and manual 
typewriters, than any other material — 


barring none. 


Write today for 
exclusive dealership 


FRANKEL MANUFACTURING CO. .” 


DENVER, COLORADO o 
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MONROE 
Adding - Calculators 


Here’s a fine chance for wide-awake dealers to 
pick up a nice profit by stocking these universally favored 
calculators. All models and capacities—entirely rebuilt by 
experts and in tip-top operating condition—are available 
in limited quantities. Rebuilt Monroe Adding-Calculators 
are in demand. Dealers who want them should write now 


for full information and prices. 


CALCULATOR EQUIPMENT CORPORATION 


Orange, New Jersey 
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Now! Important New Features 


make p POW 





FULLY-ENCLOSED 


DRUM 


4 Ends « 


operatior 


CONSTANT-PRESSURE 
FEED ARM 


ste f 


ot-o-time f 


SURE-GRIP 


STENCIL 


firm 


CLAMP 


ness 


STREAMLINED 


DESIGN 


reosed efficienc 


MODEL A-2 


RINT LATE 


yister 


er eff 


AUTOMATIC, SELF-FEEDING, CARD-SIZE MIMEOGRAPH PRINTER 


Hundreds of Money-Mak- 


ing, Money-Seving 
Mail Uses for every 

















Direct 


The BEST has been made even BETTER! Improved 
Model A-2 PRINT-O-MATIC brings you new opportu- 
nities for fast turnover and BIG profits. 


PLUS ALL the regular features that have made Model 
A-2 Print-O-Matic “the world’s biggest little money 
maker”: Prints perfectly on thinnest paper or heavy 
cardboard ... any size from 3” x 5” index card, U.S. 
Government post card, up to 4” x 6” . . . more than 
2,000 copies per hour . . . clear, legible, professional 
work ... up to 4 colors with replaceable, easy-to-clean 
drums. Attractive Print-O-Green hammertone finish. 
Moving parts of hardened steel for long wear. 


Print-O-Matic makes your selling job easy with FREE 
advertising, counter displays, literature, and other pro- 
motional materials. Stock up now .. . “help yourself” 
to more sales — bigger profits! 


RETAIL PRICE 
COMPLETE WITH SUPPLIES 
STILL ONLY 


$15.7 


NO EXTRAS TO BUY! 
Everything your customer needs 
furnished with each machine. 
CALL YOUR JOBBER 
or Write Direct TODAY! 


THE Daint-O- Watic 
COMPANY, INC. 
Merchandise Mart « Chicago 54, Illinois 
Pioneers in New ond Better 


(Fed. Tax 
Incl.) 




















Stencil Duphcating Equipment 
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WAYS TO INCREASE EFFICIENCY 


The tempo of present day business makes it 
increasingly difficult for men in key positions 
to keep pace with the trends hidden in their 
records. THE VICTOR RECORDEX VISIBLE 
FOLDER offers a twofold solution to this prob- 
lem. It combines the advantages of a visible 
signaling system which gives you pertinent facts 
at a glance, with the convenience of a small 
folder that can be filed in a desk drawer or 
carried in a briefcase. You'll want RECORDEX 
for all your small or departmentalized records. 


Don’t waste countless office hours sorting checks, 
correspondence, orders and similar papers the 
outmoded way. The VICTOR SORTER will do 
the job quickly and accurately in far less time. 
Available in check or letter size, it is equipped 
with hinged A-Z dividers which can be adjusted 
to varying capacities. These features make one- 
hand sorting possible and prevent waste of time 
and effort...so vital to present day business. 


See these business time savers at your 
stationery or office equipment dealer. 


THE VICTOR SAFE & EQUIPMENT CO., INC. 


NORTH TONAWANDA 
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JEM PO DOES (T AGAIN { 
THE NEW 


“Perfectly Se 


If- Controlled” 


"*700”’ 





The First High-Speed, Quick-drying ink 
recommended for both open and closed - 
cylinder stencil duplicators. 


Holds its place in the cylinder even at 
highest speeds. Costs no more than 
ordinary inks. Try it in your Duplicator. 


See your Tempo Dealer or Write us Direct 


OTHER FAMOUS TEMPO PRODUCTS 
Tempo Film Stencils . . . for the kind of copy you want. 
Tempo “500” ink. . . for that press-printed finish. 


Tempo Electric Duplicator . . . Today's most 
progressive advancement in office printing. 





Milo Harding Company 


ESTABLISHED 1904 


434 West Pico Boulevard 
Los Angeles 15, Calif. 
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Cleared...for action 


When there’s a mountain of mail on your desk, 
your Gray Atpocrarn makes it disappear off your 
desk—pronto! You're ready for profitable 
sooner. Time studies show your paper 
30% faster with AupocRAPH. 
AupocraPH allows both parts of the executive- 
secretary team to handle the work load at the most 
convenient time. You conferences, re- 
ports, memos. letters, while your secretary is free 


AUSOGRAPH 


AUDOGRAPH sales and service in 180 
See vour Classified Telephone 
torv under “Dictating Machines.”’ Canada 
Northern Electric Ltd. Abroad: 
Westrex Corporation (Western klectric Com 


action 
work can 
move 


sounduwrite 


cities, le 


Company, 


to go about your business for you. 

A wealth of Aupocrarn time-saving features gets 
the job done better than can any other dictation 
system. One-lever control is all you need to operate. 
The flexible plastic dise holds an hour’s dictation— 
can be resurfaced for reuse up to 50 times! The 
play-back dial lets you hear again what you've said 

yet can’t scratch the dise. 

If you can use more working 
mail the coupon now. 


hours in the day, 


Features make it finest! 


The Gray Manufacturing 
Hartford 1, 
Send me Booklet R-4 ** 
Starts With YOU!" 


Company 
Conn. 


Manpower 





pany export affiliate) in 35 countries. 
Audograph is made by The Gray 
facturing Company — established 


Manu- 
1891 - 





originators of the Telephone Pay Station. 


AUDOGRAPH" REG. U. S. PAT. OFF 


PF) om 





bd 
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news room PANAGRA asour COLITHO 


“Colitho #75 Printing Masters 
have turned out the finest quality 
printing.” 

“*__printing costs have been held 
to a minimum—”’ 


“Results in terms of efficiency, 
economy and quality have been 
so good that we feel justified in 
praising the Colitho #75 
Printing Masters.” 


People in all kinds of businesses enjoy 
the happy experiences which Mr. O. Z. 
Johnson, Maintenance Superintendent for 
Pan American-Grace Airways, describes in 
his unsolicited letter. They know because 
their offset duplicating too, is on the high 
quality level attainable with Colitho Plates 
and Colitho Offset Duplicating Supplies. 

It’s you who have not yet tried Colitho 
who still have a pleasant surprise coming 
—and believe Mr. Johnson, if not us— 
you will be surprised at the 
clean, neat work and the 
volume of it you'll get from 
Colitho Plates. 

Colitho Plates were de- 
signéd universally for all 
duplicators, They must 
stand on their own merits 
and stand they do! 


Colitho Plates are easy to 


Cotitha 


write, type, print, or draw—and 
how quick! They require no pre-treatments 

no aging—and no pampering. You 
handle Colitho Plates like an ordinary 
sheet of paper, yet the work comes out free 
of smudges and fingermarks. You can even 
fold and mail them! Long runs, re-runs 
and long life are Colitho characteristics 
which result in real economy. 


prepare 


So, find out why Mr. Johnson is so en- 
thusiastic. Write us for samples and the 
complete Colitho story. (We'll tell you 
also how the Colitho “One-Write” idea 


ES cuts costs in business systems paper 
ag ‘“ 
4 ® work.) 

- 


COLUMBIA RIBBON & CARBON MFG. CO., Inc. 
101-4 Herb Hill Road, Glen Cove, L. I., New York 


Colitho plates and supplies make any 
offset duplicator a better duplicator, 
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BASIC PLAN FOR RECORD RETENTION AND 
DESTRUCTION. Remington Rand Inc., Neu 
York, pp. 24, Free. 


Covers the classification of business 
records, organization and operation of a 
retention plan and economical records 
handling. Included is a ease history of 
a record-retention program in a large 
utility corporation. Reproductions of 
forms used for record retention and de- 
struction, and a table of the various types 
of records with retention periods, are 
among the many illustrations. 


1952 MANUAL OF POSTAL INFORMATION, 
Sheppard Envelope Co., Worcester, Mass., pp. 
47, FREE. 

Published under auspices of the Enve- 
lope Manufacturers Assn. of America, 
this booklet contains extensive data on 
postal rates and regulations for all classes 
of mail with recent changes printed in 
red ink. It also has tables showing the 
weights of envelopes, printing paper 
stock and ink, so that the postage cost 
of a mailing piece can be determined in 
advance of its production. 


YOUR PENCIL SHARPENER: ITS CARE, LOCA- 
TION AND USE by Donald J. Leu. C. Howard 
Hunt Pen Co., Camden, N. J., pp. 25, Free. 


A welcome study on an important, but 
often overlooked, piece of office equip- 
ment. While directed to schools, the text 
applies to offices with departments con- 
taining as many pencil users as the aver- 
age classroom. 

HIRING OLDER WOMEN, SUGGESTIONS TO 


EMPLOYERS. U. S. Government Printing 
Office, Washington, D. C., pp. 6, 5 cents. 


Intended to encourage employment of 
older women by showing trends and 
quoting favorable experiences. Of in- 
terest in areas where office re 4 is scarce. 
Ask for Catalog No. L 13.11:12 


Tue Orrice—April, 1952 














PATENT 
APPLIED FOR 


New 
OFFICE MACHINE STAND 


with Finger Tip 
Elevating Control 


Kes, it’s finger tip! Rolls easily 
on casters and locks in working 
position with clever lever! Preci- 
sion made. No swing...no sway. 
Write for complete descriptive 
matter. 


Cramer Posture Chair Co., Inc. 
1205 Charlotte Kansas City 6E, Mo. 


1,000 Uses 


the Cramer 
UTILITY STOOL 


casters 


Revolvingseot,2 
unpadded or padded 


IMMEDIATE DELIVERY 











mae 
74 tut this same employee 


“¢ 


x 


wo : 


— and reduce your clerical 
casts by 40 to 60% 


» One firm says: “We found that any girl 
who Could operate a typewriter could be 
effectively trained on the Remington Rand 
accoumting machine in 30 minutes — and 
immédiately begin to produce a fair day’s 
work. On the other hand, our experimental 
use of other machines indicated they would 
requife substantially more special training 
and that we might be unable to find proper 
persofinel in a tight labor market.” 

Easiest to use of all the accounting ma- 
chines. You can get all the benefits of mod- 


Booklet AB-392 shows you how to slash your 
net bookkeeping costs by 40% to 60%. 
Ask your local representative, or write to 
Management Controls Reference Library, 
Room 1020, 315 Fourth Ave., N. Y. 10. 


Remington. Mland. 


Easiest-to-use of all the accounting machines 


ern, mechanized accounting without upset- 
ting your accounting department. Your 
present employees, familiar with your pro- 
cedures, can easily operate this machine. 
100%-electric. The operator simply en- 
ters amounts and descriptions on the single 
keyboard, which has standard alphabet keys 
and only ten numeral keys for all figure 
work. The rest of the accounting job is 
done automatically, by the machine itself, 
giving you completed and proved records 
with up-to-date balances. 





Photocopies Make Complex Work 
Tickets Easier for Champ Hats 


RICHARD NEUMAIER 
Systems Consultant, Philadelphia 


UR business is different, is an ex- 

pression used by nearly every busi- 

nessman. The men’s hat business 
is different from many other businesses, 
because it requires a greater variation 
of manufacturing specifications for in- 
dividual items on each order than most 
any other mass produced product. The 
quality of the hat body may differ con- 
siderably with the price range and the 
weight of the hat. In each of the price 
and weight ranges there are as many as 
20 color shades. In addition, a hat may 
be trimmed with bands and stitchings of 
different stylés, in all colors. There is 
nearly an astronomical variety in which 
you ean allocate a dozen different hats 
into twelve sizes. Then most retailers 
want the name of their store imprinted 
on the leather band inside the hat. On 
top of all these variations there are sec- 
tional styles, whereby hats are required 
much earlier in the southern states than 
up north and certain style hats sell only 
in certain areas of the country. 

All this adds up to only one thing 
each order received from a customer has 
to be made up specifically for this cus- 
tomer, to his special requirements in his 
sizes and styles with his name imprinted 
on the leather band. But still we have 
to maintain a semblance of a production 
line; otherwise prices would be entirely 
too high for the retail trade. The run- 
of-the-mill customer will not pay the 
price for a special handmade hat. 

Champ Hats, Inc., of Philadelphia, 
with factories at Sunbury, Pa., believe 
they have overcome one of their major 
difficulties in preparing the work tickets 
for hat manufacture. If the hats have 
all these variations, naturally the work 
tickets must show all these variable in- 
structions and cannot be prepared in ad- 
vance with all instructions pre-printed. 
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The key of this entire new approach 
lies in the use of the diazo reproduction 
process, the basie principle of which is 
the quick, low-cost copying of matter 
typed, printed or written on translucent 
paper. This process has been used for 
many years by industry and business. 
Copies are black-on-white or in other 
color combinations. 

Specific application at Champ Hats 
starts with the writing of the salesman’s 
original order. This is part of a four- 
part order form printed in black ink on 
translucent paper. Sales and delivery 
conditions are printed in translucent 
blue ink, which will not reproduce when 
processed through a Bruning Copytlex 
machine but is legible on the original or- 
der form. Major re-design in layout of 
the order form was necessary to permit 
the copying of name, address, order 
number and other factual information, 
in the required sequence, onto the order 
acknowledgment and the work tickets. 
The factual data was therefore printed 
on the bottom of the order form instead 
of the customary top section of the 
form, This actually does not change any- 
thing in the method of writing up a 
sales order and causes no difficulty for 
the salesman. It is required to write 
orders with a pencil that leaves a dark 
impression on the original form of the 
order pad. The order acknowledgment 
and production tickets are reproduced 
from the salesman’s original copy and 
possibly the easiest explanation of this 
can be made by following the actual or- 
der department procedure at Champ 
Hats. 

Original and duplicate orders are re- 
ceived on the mail desk, date stamped 
and forwarded to the order entry clerk 
who enters the orders in the order regis- 
ter (ledger sheets assigned to salesmen). 
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SHOW ROOMS: 

New Yo CHAMP HATS, Inc. ee 
4 NORTH ith STREET Hat Value 
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“THE HATS ON THIS ORDER WILL CARRY ~ “CHAMP” ‘DIES ONLY ON LEATHERS AND TIPS 


Since CHAMP HATS are nationally advertised. Dealer agrees not to sell Customer 
_CHAMP HATS above or below our established Prices. 








ee 
FoR FACTORY os OMLY 








We reserve oe igh! © ship ieae uae an We 
accept and purchaser agrees to pn a Lh yy ER RD 


The acceptance of purshasers orde: is subject to purchaser's credit being and continuing ectistactory t us until shipment 


CHAMP HATS. Inc. 
Salesman use blocked-in area only. 





Deve Suleeman DOZEN @ 8 


DOZEN @ $ 
Terme—2% 30 Devs ro. 8 
Bet 60 Devs Sunbury. Pa. DOZEN @ & 


Salesman | 
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od, 

















The four- -part order form includes a translucent photocopy master on which unwanted copy 
appears in non-reproducing blue ink. The form is designed to permit copying of all facts 
onto the order acknowledgement and work ticket in the required sequence. 
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Champ Hats, Inc., makes its 
production tickets on a photo- 
copy machine. Transparencies 
with production data like 
colors and styles are pulled 
from the Visirecord file and 
collated with original order's 
name and address card, and 
photocopy paper. The machine 
then automatically produces 
the complete production ticket. 


Customer’s name, address, and quantities 
are posted. The order is then numbered 
with a sextuple numbering machine: one 
impression on the order register, four 
impressions in the designated spaces on 
the salesman’s original order form and 
the sixth impression on the duplicate or- 
der form. 

The order entry clerk checks the order 
for correct style description and prices, 
then hands it to the visible record post- 
ing clerk, who occupies the adjoining 
desk. The posting clerk posts on the cus- 
tomer’s visible record card the order 
number, date, amount of order, and en- 
ters on the original order form the cus- 
tomer’s code number and the number of 
the die required for imprinting the cus- 
tomer’s trademark or name in the hats. 
The accumulation of orders on this desk 
are forwarded every half-hour to the 
credit department for credit approval. 
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Orders approved by the credit manager 
are released to the production order 
clerk. 

The production order clerk folds all 
orders on a pre-creased score and inserts 
into this fold a piece of sensitized copy 
paper with pre-printed layout for the 


order acknowledgment. The folded 
original order, with the order acknowl- 
edgment copy paper, is inserted in the 
exposure feed of the copying machine 
which returns it in about four seconds. 
The exposed copy is re-inserted into the 
developing feeder, where it is automati- 
cally developed and then stacked on the 
delivery shelf on top of the machine. 
As the original order is no longer re- 
quired during the developing process, 
the production order clerk can use it im- 
mediately to prepare the individual pro- 
duction orders for each style in each 
142) 


(Continued on page 





The Office Is the Hub of the 
New Lincoln Electric Co. Plant 


WALTER RUDOLPH 


OREMOST producer of welders, elec- 

trodes and welding supplies, Lincoln 

Electric Co. last fall moved into its 
new plant on the east side of Cleveland. 
Lincoln’s loeation of its offices in the 
center of the building between two 
manufacturing divisions allows maxi- 
mum accessibility for all and shrinks 
the overhead dollar. Removal of the of- 
fice from the building’s front, common 
to most manufacturing concerns, and its 
burial in the center of the structure has 
heen deseribed as a conerete block island 
housing office functions, right in the part 
of the plant where it can do the most 
good with the least effort. 

Its placement in the center of things 
is in direet contrast to the front-of-the- 
building arrangement in Lineoln’s old 


plant and much of the interior workings 


are in similar contrast. The office’s main 
walls are now windowless, econerete block 
elevations. Floor is webbed with con- 
duits and floor level receptacles, in con- 


crete, covered with linoleum tile. Con- 
duits, ete., and light, changeable inter- 
office partitions make for easy re- 
arrangement of office areas because Lin- 
coln expects to make changes whenever 
ways are found to simplify office work. 

Interior decorating is in pastel shades, 
predominately green. Lighting is by re- 
cessed, double-lamp fluorescent fixtures 
recessed on 4-foot centers in an acousti- 
cal ceiling. These run crossways in hall 
areas, and the entire area is air-con- 
ditioned. 

Company president James Lincoln’s 
office is in the direct center of the office 
layout for maximum accessibility by all 
executive heads. The office staff is about 
11% of total factory employment, not 
including engineering, time study and 
other production personnel in the plant. 
Most sales and executive personnel oec- 
cupy private offices. 

There is a continuous effort through- 
out the office organization to de-empha- 


The lobby of the 
new Lincoln Electric 
Co. offices is de- 
signed so that some 
business can be 
transacted here with- 
out entering the of- 
fice itself. 
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size office functions as they are most 
commonly conceived. There are no 
“formal balliwicks” as in many fac- 


tories. Every department head is trained, 
educated to, and believes adamantly that 
the more he can keep overhead expendi- 
tures down and the more work he can 
do in less time, with the least paper- 
work—the better he is doing his job and 


the more money he makes. 


This stems, naturally, from James 


Another view of Lin- 
coln Electric's typ- 
ing pool where elec- 
tric typewriters have 
increased output 
from 20% to 25%. 
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Dictating machine 
transcribers in Lin- 
coln's typing pool 
work on a per-stroke 
basis and earn more 
money than _ that 
averaged in most 
offices. 


Lincoln’s famed incentive system. It 
means a great deal to all employees of 
Lincoln Electric because they averaged 
some $7,400 in individual wages last 
year while doing a great production job. 
Of course many office people with lesser 
responsibilities do not reach that aver- 
age. 

Lincoln people put a great deal of 
effort into the more efficient use of a 
worker’s time, upgrading his responsi- 
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MACHINE DIVISION 


bility by decreasing tedious clerical de- 
tail and short-cutting normal reports 
and tabulations. It might be stated 
this way, according to Frank Griesinger, 
assistant treasurer and “office manager” 
at Lineoln: 

“We could be most aptly deseribed, 
perhaps, by listing some of the opera- 
tions we don’t do, things in which we 
differ from the run-of-mine office. Sure, 
we like to use modern office equipment 
and we do, but we make sure it pays for 
itself in from one-and-a-half to two 
years. We don’t look for that expen- 
sive equipment first, however—we try 
to make the job at hand simpler. An 
indication of our suceess might lie in the 
fact that the company’s business has 
grown in recent years from $15,000,000 
to about $35,000,000, but the office staff, 
in numbers, has changed but little.” 

Mr. Griesinger outlined some of the 
“don’ts” that distinguish the Lincoln of- 
fice organization and its functions. First, 
there is no general use of private secre- 
taries. The stenographic work is done 
in a stenographic pool, quartered in 
the center of the office block, readily 
accessible to all surrounding offices. Most 
of these pool employees have to do bet- 
ter than the average stenographer be- 
cause they serve a number of different 
persons. 

Again, the Lineoln office worker 
doesn’t face a salary limit, or an hourly 
limit when work ean be put on a piece- 
work basis. For instance, dictating ma- 
chine transcribers are on a per-stroke 
basis, with Cyclometers attached to their 
electric typewriters. Their pay is based 
on a fraction of a cent per stroke. An 
average Lincoln operator makes from 
70,000 to 80,000 strokes daily; but a 
Lincoln “ace” does about 120,000, with 
such an incentive. As a comparison, in 
most offices a girl averages five to six 
cylinders daily, while at Lincoln, she 
can do 14 to 18. 


There is no skimping when efficiency 
can be promoted. When time study re- 
vealed that electric typewriters increased 
production output 20%-25%, the steno- 
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Frank Griesinger, assistant treasurer of Lin- 
coln Electric Co., is office manager. 


graphic pool was equipped with electric 
machines. 

There’s no “hands off” on telegraphed 
messages. The telegraph operator has 
the authority to rewrite all telegrams, 
from Linecoln’s president on down. She 
clarifies, condenses and codes. She 
knows the rules, and can save money. 
Experience shows she can reduce most 
wires to the 15-word minimum. By good 
editing practices, she monthly saves the 
company an amount equal to her salary. 

Lincoln saves considerably through the 
offset duplicating process, printing office 
forms, stationery and advertising litera- 
ture. The credit department sends no 
statements on current accounts, on the 
philosophy that most people pay their 
invoices anyway. the incentive 
system rules here, the accounting depart- 
ment has no budget as such. Everyone 
wants to reduce the budget—why have 
one? Lincoln accrues no purchase lia- 
bilities; bills are picked up 
month and paid. 

What about that occasional dictator, 
say 2 or 3 letters daily? Don’t buy a 
machine costing several hundred dol- 
lars for him; but work out a telephone 
recording system. The transeriber picks 
up recorded dise, brings back letter. Lin- 
coln is experimenting with its own sys- 
tem of this nature, in cooperation with 


Since 


once a 


60 


the local telephone company and a 
manufacturer of dictating equipment. 
Implications are that anyone ean dial 
into the system, with one recorder serv- 
ing a dozen or so persons. 

Although the Lincoln office layout is 
simplicity in itself, visitors have a more 
spacious area with modern furniture, 
lighting and conveniences. This helps 
transact business speedily in the lobby 
when possible, without detracting from 
the office function as a whole, which is 
well consolidated. As to the future, the 
Lincoln office force has room to expand 
upward, just as the factory has room 
to push out its walls. Little has been 
overlooked in making the factory as 
functional as it is impressive; surely the 
office organization and layout shares this 
distinction at Lincoln Electrie Co. 


The Supervisor— 


ARTHUR R. PELL 
Personnel Manager, 
North Atlantic Constructors, New York. 


ISCUSSIONS with countless super- 
visors over a period of years show 
that most failures in supervision 

fall into two major categories: those 
men and women who are too easy-going, 
and those who are too tough. 

Let us look first at the easy-going 


type. His basic fault is his desire to 
please everybody. He is trusting to 
such a degree that in his eyes everybody 
is always doing the right thing. Minor 
errors of subordinates are overlooked; 
more important faults are not called to 
their attention. When a reprimand is 
necessary, it is frequently put off again 
and again until the reason for it is for- 
gotten. If it is finally administered, it 
is done so weakly that it is ineffective. 
Praise, however, is so common that it 
loses significance. 

What is the result? The department’s 
work becomes sloppy. Discipline is 
poor. Morale is low. The supervisor’s 
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employees walk all over him and look 
to someone stronger for leadership. 
Frequently the stronger person may be 
an employee who is a trouble maker and 
capable of inciting further dissension 
in the department. 

Why will a supervisor be lenient and 
easy-going to the point where his de- 
partment suffers? Basically it can be 
traced to a deep-rooted feeling of in- 
security in his own ability. Insecure 
persons, to bolster their own ego, de- 
mand approval from others. They want 
to be popular, to be “one of the boys”. 
By not being strict with their subordi- 
nates they think they will engender em- 
ployee approval. Inasmuch as this easy- 
going supervisory attitude is due to lack 
of security, we must turn our attention 
to correcting this. Security is based on 


Martyr or Tyrant? 


eontidence and know-how. We must 
build up confidence in our knowledge of 


the job and, more important, in knowl- 
edge of people. 

Since most supervisors are selected 
because they well know the work, this 
first aspect of the problem is not a 


major one. Knowledge of human rela- 
tions, however, presents a new and dif- 
ferent situation with which many super- 
visors are not familiar. Supervisors who 
have had some training in human rela- 
tions are one step ahead in the intro- 
spective analysis of their shortcomings 
as well as in correcting their faults. 
There are many things the supervisor 
should know. <A sound knowledge of 
practical psychology will help consider- 
ably. Dealing with people requires a 
knowledge of human behavior. Most 
people like to be led. This does not 
mean that they want dictatorial or auto- 
eratie leadership. People need to be 
guided, to be directed in their work by 
the supervisor just as their ministers 
guide them in their religion or their 
elected officials guide them in their poli- 


THe Orrice—April, 1952 


tical activities. A good leader knows 
how to de this, while the easy-going 
supervisor, in his desire to please every- 
body, fails to guide his subordinates 
properly. He must realize that if he 
deals fairly with everybody he can man- 
age to be a good leader and still main- 
tain the respect of his people. If he is 
fair, no matter what action he is re- 
quired to take to maintain discipline and 
keep his department running smoothly, 
his employees will stand by him. 

Often when an easy-going supervisor 
realizes his deficiency, his natural reac- 
tion is an abrupt about-face to a tough, 
hard-boiled attitude as a reaction to his 
usual easy-going manner. Since sudden, 
unpredictable changes are a cause for 
resentment, this can be more harmful 
than the previous leniency. If you have 
been an easy-going supervisor, go easy 
on your changeover to the middle road 
of good leadership. 

Now let us look at the whip-crackers, 
the Simon Legrees of business. To them 
the duty of a supervisor is manifested 
by an abrupt, dogmatic attitude. “I am 
the boss. They get paid to work and 
they’d better work or else”. This ap- 
proach is probably more common than 
the easy-going. 

Tough supervisors cause a good deal 
of resentment among subordinates. Their 
tactless and loose use of reprimands 
(usually in public), raucous commands 
and lack of consideration for employees’ 
feelings instill an undesirable job atti- 
tude in the rank and file of their depart- 
ments. The employee will either con- 
sciously or subeonsciously refuse to co- 
operate with the supervisor. Lower pro- 
duction, higher turnover, more absentee- 
ism, numerous grievances and generally 
poor morale are the usual evidences of 
such a lack of cooperation. 

The cause of the tough approach, like 
the lenient one, is insecurity. However, 
the desire to please manifestation is re- 
placed by the gruff manner and authori- 
tarian veneer. It is more diffieult for 
the hard-boiled supervisor to change. 
This may be due to his stubborn feeling 

(Continued on page 104) 








JOHN R. GRAY 
Executive Director 


HARRY HOFHERR 
NOFA President 


NOFA to Meet in Atlantic City 


HE Chalfonte - Haddon Hall Hotel 

in Atlantie City, N. J., will be the 

site of the greatest gathering of mem- 
bers of the ofhce furniture industry on 
April 23-25 when the National Office 
Furniture Assn. holds its sixth annual 
convention and exhibit. More than 
2,000 dealers, manufacturers and their 
F representatives are expected to ¢om- 
pletely fill the Haddon Hall and over- 
iflow into nearby hotels. Exhibit space, 
Pwhich was sold out in January, will be 
used by 150 producers to show products 
pranging trom desk pads to executive 
’ furniture. This will be the largest show- 
ing of office furniture ever assembled 
under one root. 

NOFA. officers will hold a pre-con- 
vention conference on Tuesday, April 
2. sessions commencing on 
the next day will hear prominent indus- 
try speakers. A comprehensive program 
has planned for the ladies 
attending. 

Gov. Theodore R. MeKeldin of Mary- 
land will address the annual banquet on 
the evening of Thursday, April 24. He 
is not a stranger to NOFA members, 
having spoken at the 1948 convention in 
New York, known for his 
ability to current trends in 
business. Earl Godwin, NBC ceommen- 
tator Washington journalist, will 
address the Tuesday luncheon on current 
government affairs in the nation’s capi- 
tal. 

Norman 


> 
Business 


also heen 


and he is 
evaluate 


(‘ousins, an observer at the 


Bikini atom bomb tests and a U. 8. 
representative at several international 
conferences, will relate his ideas on the 
implications of the atomic age at the 
Wednesday luncheon, April 23. At the 
midday meal on Friday the 25, former 
U. S. Senator Josh Lee, who is now a 
member of the Civil Aeronautics Board, 
will be the speaker. 

Paul M. Fletcher, management con- 
sultant and editor of the NOFA Office 
Furniture Management Manual will 
preside at a cracker-barrel session to 
allow an informal exchange of dealer 
problems. Dealers are invited to pre- 
sent their pet peeves and toughest ques- 
tions to Mr. Fletcher. This might easily 
prove to be the most valuable session 
for registrants. 


An interesting part of the ladies’ pro- 
gram will be provided by Dr. Kathyrn 
Spencer, dean of the school of retailing 
at New York University, who will cover 


new trends in interior decoration. The 
ladies will also attend a number of 
typical Atlantie City amusements which 
attract thousands from all over the 
country each year and the only cost for 
ladies will be a special ladies registra- 
tion fee of $1, except for the banquet, 
luncheons, ete. 

V. L. Caldwell, of John Wanamaker, 
Philadelphia, — is convention 
chairman and he has been assisted by a 
corps of committee men and women for 
the past several months. Registration at 


general 
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9 a.m. on April 23 will start the conven- 
tion when the exhibits open at the same 
time. Following luncheon, exhibits will 
remain open until 10 p.m. NOFA will 
hold its business session on Thursday 
trom 9 to 11 a.m. and election of officers 
will take place. That day, exhibits will 
be open from noon to 6 p.m. The an- 


nual banquet will be held Thursday eve- 


ning commencing at 7:15 with entertain- 
ment and dancing following. 

On the last day, Friday, exhibits will 
be open from 9 a.m. to noon and from 
2 p.m. to 6 p.m. Several special ac- 
tivities are scheduled for before and 
after the convention itself. For ex- 
ample, the newly formed NOFA manu- 
facturers representatives group from 





EXHIBITOR BOOTH 


All-Luminum Products 
Alma Desk Co. 
Arrow Lamp Mfg Co. 
Artistic Desk Pad & Novelty Co. 
Art Steel Sales Corp. 
Banov-Bernsley & Co. 
rae i 
Berkey Leather Furniture Co. 
Blanchard Bros. & Lane 
Bright Chair Co. 
Carlton Surrey, Inc. .. 
Challenger Steel Equipment Co. 
Clemco Desk Co. 
Cole Steel Equipment Co. . 
Columbia Steel Equipment Ge: 
Commercial Furniture Co. epee y 
Commonwealth Steel Products Co. ......... 
Congress Chair Co. 
Corry-Jamestown Mfg. 
Cramer Posture Chair C 
Dolin Metal Products 
Dorset Steel Equipment Co. 
Doten-Dunton Desk Co. . 
Eagle-Ottawa Leather Co. 
Emeco Corp. 
Excellent Cabinet ‘Works Co. 
Faultless Caster Corp. .... 
Jack Geller NS 
Geyer's 
Giftcratt ‘Leather Lo. 
are Mfg 
H. Seateche Chair ‘Co. 
Mamilter Mfg. Corp. .... 
Hanes Chair & Furniture Co. 
Haskell Mfg. 
Hillside Metal Pretesta “Inc. 
High Point ae ge & Chair Co. 
Huntington Chair Corp. . 
Ideal Leather Chair Mfg. ‘Co. 
Indiana Desk Co. 
Invincible Metal Furniture Co. . 
te ME A cod ch any ad's easuuad ees iy 97- 98 
Jasper Desk Co. ° 
Jasper Office Furniture Co. 
Jasper Seating Co. 
I ERE GD, ois been ckewssa deus cae 
SNS Ws fv wa'sicetbausvent GA snoneeeean 45 
Kenwood Corp. od macleateean 
Keystone Steel Equipment Co. 
Lackawanna Leather Co. . 
La Salle Products Co. 
Lehigh Desk Co. 
Leopold Co. . 
B. L. Marble Chair Co. 
Mario Mfg. ¢ 





NOFA CONVENTION EXHIBITORS 


EXHIBITOR 


Maso Steel Products 

Mayfair Co. 

Meilink Steel Safe Co. 

Milwaukee Chair Co. 

Milwaukee Metal Furniture Ce. 

Martin Moldow Associates 

Monarch Furniture Co. 

Hugh T. Morgan ..............- 

Murphy Chair Co. 

Murphy-Miller — 

Myrtle Desk 

National Desk “co. 

Neiman Steel Danpmeet Co. 

Nelson Bros. .. ‘ 

New Indiana Chair Co. j 

NOFA Group Insurance . ‘ 

NOFA 1953 National Furniture Week . 

NOFA Office Furniture Polish 

Nucraft Furniture Co. 

Office Appliances . 

Office Furniture Warehouse ‘Co. 

THE OFFICE .. Tate 

Parker Steel Products, Inc. 

Peerless Steel Equipment Ce. 

Polar Mfg 

Princeton Nigholsiery Co. 

Radel] Leather Mfg. Co. 

Rest-A-While Couch Co. 

J. K. Rishe| Furniture Co. 

Riteform Chair Co 

Rockwell-Barnes Co. 

Royal Metal Mie. Co. 

Sainberg 

Frank Scerbo ri Sons ; 

Sect-O-Desk Co. . Ge 

Security Steel Equipment Cerp. > 

ea Desk Co. i 
Shepherd Chair Co. ....... 

Sian Light Sales Division ..... : 

Smo-King Products 

Stacor Equipment Co. 

Standard Furniture Co. 

Sturgis Posture Chair Co. 

Supreme Steel Products Co. 

Taylor Chair Co. 

Thomas ae gd Co. 

Ha J Stand C 

Upholster Leather Group .......... 

Victor Sa e af gpa Co. 

Wells Chair Corp. 

Westcort Co. . 

M. G. Wheeler ‘Co. 

Wilhite Mfg. = 

Young Chair Co. 

York Safe & Re Co. 


OLSSR8TR-~SSLREu. 


S8Sn0080n 
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New England will hold a dinner meeting 
Tuesday, April 22, and many NOFA 
chapters plan similar get-togethers. 
While there will be much to enjoy in 
the relaxation category, no one in the 
office furniture business should pass up 
this opportunity to attend the trade’s 
biggest annual event. Registrations are 
still being aecepted by John R. Gray, 
NOFA’s executive director at 175 Fifth 


Avenue, New York 10. Membership in 
NOFA is not a requirement for attend- 
ance but few engaged in this industry 
would refrain from joining once they 
witnessed the great strides that this or- 
ganization has made in the few short 
years since its founding. Few, if any, 
trade organizations can claim to have 
topped NOFA’s growth proportionately 
in their respective industries. 





New School for Business Teachers 


HE newly completed training school 
at Southern Illinois University, Car- 
bondale, Ill, is considered one of the 
most modern school buildings and serves 
as a laboratory for students training to 
be teachers and also as a demonstration 
center for schools in the area. Principal 
speaker at the dedication ceremony was 
Gov. Adlai E. Stevenson. 
' Features of the new building inelude 
f fluorescent lighting, light pastel colored 
P walls, centrally located steam heating 


Sand ventilating system with individual 
Broom temperature controls. 


From the 
)principal’s office it is possible to make 
Fannouncements to any single room or 
Bthroughout the building while broad- 
Fcasting is possible also from the audi- 
torium, gymnasium and little theatre. 
‘Folding walls separate the speech and 


he 


English room so that, on occasion, the 
doors may be opened and English stu- 
dents may preview programs by the 
speech students. Light, natural birch 
furniture in the classrooms and green 
chalk boards aid in reducing eyestrain. 
Desks have tops adjustable at 10° and 
20° angles. Seats and desks are mov- 
able up or down while seats move for- 
ward and backward and have a 45° 
swivel. 

Observation windows are a_ built-in 
feature of the special education room, 
nursery, kindergarten and first grade 
room. Here, student teachers and par- 
ents may observe classes while pupils 
are unaware of the presence of others. 
Additional modernization in the kinder- 
garten room includes wash basins and 
sinks at children’s height; fountain with 


An office machine 
classroom for train- 
ing teachers at 
Southern Illinois Uni- 
versity. 


THe Orrice—April, 1952 





live fish and turtles for science study. 
They also have lghtweight aluminum 
cots which even a five-year-old can move. 

Folding bleachers in the gymnasium 
assure maximum floor space. Electri- 
‘ally controlled doors divide the large 
gym into two smaller ones and a venti- 
lating system keeps the gym air fresh. 
Other rooms provide facilities for teach- 
ing hard-of-hearing pupils. There are 


soundproofed rooms for teaching speech 
correction and private practice rooms 


for music. 


A typing class in the 
new teachers’ train- 
ing school at Car- 


bondale, Ill. 
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Main office in the 

new teachers’ train- 

ing school of South- 

ern Illinois Univer- 
sity. 


The university has three typing de- 
partments which use Royal Typéwriters, 
almost all sold and serviced by R. J. 
Brunner Co. Desks, chairs and file eabi- 
nets in teachers’ and principal’s offices 
are gray metal. The counter in the main 
office is made of 3-drawer file cabinets. 
Throughout the offices and in the typing 
rooms are Cramer Posture Chairs, ad- 
justable for each individual. Typewriter 
tables in the classroom were designed 
and made especially for the university 
school. 











Collections Are What Count! 


HENRY FROST 
Oftice Manager, Lincoln Discount Corp., New York 


ELINQUENT accounts of financing 

companies, loan or banking institu- 

tions often require a lot of service. 
In times of prosperity debt collection 
is easier than during an emergency. 
Today prices are high, wages rising, 
taxes burdensome and inflation steadily 
making headway. Buyers on installment 
basis sometimes cannot make their pay- 
ments especially during summer vaca- 
tion and around Labor Day, Christmas 
or New Year’s Eve. But managers of 
financing companies can never give up. 
They must make up their mind that 
there will always be some delinquent 
and all kinds of exeuses_ will 
be advanced by delinquent debtors. 

In an efficient collection department 
the account cards are scrutinized every 
morning by the girl in charge. These 
ecards show the name of the purchaser, 
his address, place of business and voca- 
tion. Then appears the description of 
the financed chattel and the insurance 
carried (fire, theft, collision and/or 


accounts 


liability), with columns below titled: 
due date, amount of payment, date paid, 
balance paid; by money order, check, 
currency or draft. At the bottom there 
is space for miscellaneous items such 
as information imparted to inquirers, 
changes of address or location of the 
chattel, date and amount of the insur- 
ance draft issued by the insurance 
company in full settlement of the claim 
of the assured, ete. 

Usually three days of grace are allow- 
ed. Then the account card is pulled and 
placed in a special file until the unpaid 
installment is remitted. At the same 
time a notice printed in red is mailed 
to the purchaser. It is shown below. 

If the purchaser can be reached by 
phone, he may be called up and remind- 
ed that his installment was not received, 
but this method of collection is not 
recommended because debtors hate to be 
annoyed by phone and often become 
spiteful. If the first notice is ignored, 
a second notice containing more legal 





Phone 
CIRCLE 7-3500 


You will avoid unnecessary expenses and maintain your good credit standing by attaching 
your remittance to this notice and forwarding it to us to-dcy. 


Account No. 


Always mention your a 


LINCOLN DISCOUNT CORPORATION 


1776 BROADWAY 
PLEASE TAKE NOTICE that the installment listed below is past due and if not 


paid immediatey your account will be turned over for collection and thereby interest 
and collection charges added to your account. 


NEW YORK 19. N. Y. 


Due Date 
Amount Past Due $ 


count number. 











FINAL NOTICE 








After three days’ grace, this notice is mailed to the overdue account. 
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accounting machine - 


SERIES 200 


Providing more of the answers that are 


helping America get things done! 


Today America has to get big things done—in a hurry. Never 
before has efficient production been so vital . . . never before 
have production goals been so ambitious. 





More production requires more facts—more on-time infor- 
mation for formulating productive plans . . . for controlling 
efficient operations, 


American business is getting these facts from the sensational 
new Burroughs Sensimatic with multiple registers. 


The Sensimatic meets the accounting requirements of every 
business. Its exclusive “mechanical brain” guides it with 
amazingly swift simplicity. It changes from one job to another 
instantly —at a turn of the job selector knob. 


And, with all its unique advantages, the Sensimatic costs 
hundreds of dollars less than any other accounting machine 
which even begins to approach its usefulness. 


Call your Burroughs office for a demonstration today —see 
P how you can start getting more things done tomorrow. 
Here’s the source Burroughs Adding Machine Company, Detroit 32, Michigan. 
of Sensimatic magic! 
This is the Sensimatic’s mechanical 
brain—the control panel that directs WHEREVER THERE’S BUSINESS THERE’S 
it through any four separate accounting : 
operations in any combination. The 4 
operator turns a knob—the Sensimatic he 
és ready for any job! Any number of urrou 


control panels can be used. 





expressions should be dispatched and 
mention made of the acceleration clause 
in the mortgage which provides that if 
one installment is unpaid, the full bal- 
ance becomes due and payable at once. 
This legalistic lingo works wonders in 
many cases. 

If the payment remains overdue, a 
third step must be taken. An investiga- 
tion ascertains the present condition of 
the chattel, its worth and other assets 
of the debtor, and his willingness to pay 
the deficiency. The financing company is 

™ bound to make the final decision whether 
‘the chattel should be repossessed, re- 
*plevied or an action for the payment 
of the balance commenced. Such a de- 
cision depends on the policy of each 
company. Many prefer the repossession 
to a court action. After the taking of 
the chattel, either a private sale or a 
public auction takes place in accord- 
ance with the personal property law of 
the state. 

Many companies think a court action 
Bhould be the last resort and instituted 
Only in cases where the running of the 
Btatute of limitations has to be stopped, 
or where the debtor intends to leave the 
ete and remove the mortgaged chattel 
fo another state, or where it appears that 
® judgment for the payment of the bal- 

nee will induce the debtor to pay. 
inancing companies are loath to bring 

ral action because of the expense, con- 
gested court calendars and the common 
Opinion that laws favor the debtor. The 
Bankruptcy Act is the most unpopular 
law because the debtor may easily ob- 
fain a discharge in bankruptcy. In most 
bankruptcy petitions no assets are shown 
and high liabilities render the claims of 
the creditors uncollectible. If the cred- 
itor objects to the discharge of the 
bankrupt, the courts prescribe fees to 
be paid by the creditor for a hearing 
to be held on the ground of the objec- 
tions. It is, therefore, desirable that 
more teeth be put into the Bankruptey 
Act to prevent fradulent debtors being 
discharged in bankruptcy. 


About 65% of all purchases of com- 


68 


modities like automobiles, refrigerators, 
washing machines, radios, furniture, tele- 
vision sets and others, are made pos- 
sible through financing. Many consum- 
ers cannot buy goods for cash, but must 
use financing and pay the difference 
between a cash and a time price. Ex- 
perience proves that the majority of in- 
stallment buyers are law-abiding, reli- 
able, decent people; willing to perform 
their contracts. There is only a minority 
of the conniving type, skips who either 
disappear or sell the financed and mort- 
gaged property or use the chattels for 
illegal purposes, especially automobiles, 
and thus become a menace to society and 
commerce. The loyal majority cannot be 
blamed for the acts of the minority who 
endanger the financing business. 

A uniform financing law as exists in 
the so-called title states and close co- 
operation of the courts, administrative 
agencies, state, federal and business en- 
terprises would promote consumers’ 
credit and contribute to the welfare and 
economic stability. Denunciation of the 
financing business by courts or admin- 
istrative agencies saying, “We are not 
collection agencies,” does not improve 
debtor and creditor relations. When the 
debtor pays his debt and the creditor 
collects, security and respect for the 
law prevails. The first sign of revolu- 
tion is the debtor’s denial of his debts. 
Fraudulent debtors must be convinced 
that they have to live up to their con- 
tracts. 

Financing institutions, on the other 
hand, should never overlook the im- 
passe in which innocent debtors may 
find themselves. Casualties or death 
in the family, sickness, strike or disa- 
bility should find an understanding on 
the part of creditors. It is bad policy 
to drive debtors who are willing to pay 
their debts, to despair. This applies 
equally to private as well as to inter- 
national relations. America helped 
many insolvent nations get back on their 
feet, improve their economies and pay 
their debts. Such a policy can aid 
the collection of all debts. 
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010 Town 


SUPER-KLEEN 


Spirit Carbon 


The truly amazing carbon with 
the sealed in ink. Doesn't rub 
off on fingers and clothes. 


“O0Town 


DUPLICATING MACHINES 
CARBON PAPERS - RIBBONS 


BROOKLYN 17, NEW YORK 
Write today for Dealer Franchise Information ' 


Fufaatly Matted 
010 Town 010 Town 
Super Kleen . Spin 
Spirit Carbon — Duplicator 


Together they reproduce hundreds of brilliant, 3 
high-quality copies in a matter of mere minutes. 
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eka big difference 


in business forms, too/ 


One business form may look like another. How can you be sure 
of getting the best? Ninety-three of America’s 100 largest firms, 
and thousands of others, have found a way. They rely on 
Standard’s “unseen specifications’—the skill developed in 40 
years of specialized forms manufacturing. 

They've found a big difference in the analysis and planning 
behind forms—our men concern themselves with the system’s 
purpose and procedure, to develop better-working papers. 

They’ve learned that Standard’s application of the right forms, 
mechanical devices and equipment . . . smooths and speeds the 
process of writing records, 

Have you a forms problem? Phone Standard Register in your 
city. Or write The Standard Register Company, 504 Campbell 
St., Dayton 1, Ohio. 


STANDARD REGISTER 
9 Business Forms and Utilizing Devices 


ORIGINATORS OF MARGINALLY-PUNCHED CONTINUOUS FORMS 





Ss 


PAPERWORK 
SIMPLIFICATION: 

What happens when bet- 
ter business forms are 
scientifically applied. 


Firm writes 150 checks per 
hour (and simultaneously 
posts journal) compared to 
80 before, thanks to Stand- 
ard's Dual Feed.* 


A Kant-Slip continuous tick- 
et in Form Flow Registers 
saves an airline $60,000 
annually.* 


Carolina Firm types from 
1200 to 1500 stock certifi- 
cates a day against former 
700. Automatic Line Finder 
advances forms to fill-in 
position in split second.* 


Combining several related 
records, a Standard Register 
Zipset enabled this com- 
pany to handle 2000 more 
accounts per office clerk.* 


*Write Standard Register 
for name and full story. 
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Microfilm Meets Rising Work 
Load of Defense Freight Handling 


OME 30,000 flicks of a high-speed 

microfilm camera switch each week 

keep Adley Express Co. aceounting 
procedures up to the minute and cut 
daily filing operations in the freight car- 
rier’s New Haven offices from heetic 
hour upon hour to smoothly paced min- 
utes. Operating over the highways of 
five eastern states (Connecticut, Rhode 
Island, Massachusetts, New Jersey and 
Pennsylvania) Adley Express Co. has 
11 terminais in the highly industrial 
area covered by those states. The Adley 
fleet includes upward of 269 trailers, 
75 trucks, 100 tractors and 14 service 
ears. The weekly tonnage hauled over 
its own lines (Adley has no inter-line 
operations) means a minimum of 15,- 
000 shipping orders and a like num- 
ber of delivery receipts to be recorded 
on microfilm. 

A while back, because they were being 
snowed under by the masses of waybills, 
receipts and other documents accumu- 
lated for a variety of very good reasons, 
Adley Express file clerks were fast be- 


coming so numerous that they were in 
each other’s way and office space was 
becoming a serious problem. 

Then L. J. Achorn, general 
manager, and P. J. Cappetta, office 
manager, sat down with Remington 
Rand systems teehnicians to arrive at 
means of speeding paperwork process- 
ing to meet the increased demands under 
the defense program. This, they felt, 
was required: (1) speeding filing pro- 
cedure; (2) developing simplified, fool- 
proof indexing; (3) cutting supplemen- 
tary filing operations in the terminals; 
(4) reducing filing space in the home of- 
fice. 

From an equipment standpoint the 
answer was in the installation of the 
express company’s first Film-a-record 
microfilming camera and a viewer. The 
next was the developing of a simple and 
highly effective on-the-film method of in- 
dexing, and typing the whole proce- 
dure into their teletype hook-up with 
all their terminals. In a short time 
the number of multi-tier filing cabinets 


traffic 


Adley Express Co., New Haven, Conn., reduced its filing cabinets from 184 to 18 plus a few 
cabinets to house the rolls of microfilmed records. 
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Attra sani saecetCats 


P.J.Cappetta, office 

manager for Adley 

Express Co., points 

to the image of an 

enlarged microfilmed 

document on the 
film viewer. 


required just for current operations was 
reduced by 90% (from 184 to 18). In 
addition to the dozen-and-a-half regu- 
lar cabinets now adequate for current 
operations, there is one small unit to 
house the compact microfilm rolls. 

For a while, one microfilming camera 
unit took eare of current operations 
with occasional overtime. When the de- 
fense program brought its heavier work- 
loads, another camera was added to take 
care of part of the 30,000-a-week cur- 
rent recordings and to film some of the 
old records on which permission to mi- 


crofilm had been given by the ICC. 
The billing for shipping charges is 
handled in each of the 11 terminals, 
from point-of-origin depots in all cases. 
Under the old system it was necessary 
to file shipping orders alphabetically by 
shipper in the point-of-origin terminal 
and in the destination terminal and the 
home office. The receiving or destina- 
tion terminal and the main office also 
maintained an alphabetical file by econ- 
signee. That meant a complicated (du- 
plicate or triplicate) filing system. Most 
(Continued on page 100) 


Microfilming over 
30,000 weekly way- 
bills, invoices, re- 
ceipts and other 
records in the office 
of Adley Express Co. 
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Tip From America’s Top Secretaries 





"The scale edge is such 
a time-saver...Micro— 
metric is the only kind 
of carbon paper we use" 
...Says BESSIE LAKE, 
Secretary to 
Charles J. Zimmerman 
Managing Director of the 
Life Insurance Agency 
Management Association 
Hartford, Connecticut 








Successful secretaries pick Webster's 
MultiKopy Micrometric Carbon Paper again 
and again——because its famous numbered 
scale for measured typing ends guesswork 
on spacing letters and prevents "running 
over." The scale edge measures the paper 
for you--tells at a glance how many lines 
of typing space remain on any page. 


You'll find that Webster's makes your work 
go faster——saves you from many tiresome 
and costly re-typing jobs. Impressions 
from each long-lasting sheet are sharp and 
clean. The uncoated scale edge makes re— 
moval of carbon paper clean and easy. 


Leading secretarial schools are recom 
mending Webster's Micrometric. Try it 
yourself. See how this quality carbon 
paper can help you cut down typing time 
and improve the appearance of your work. 


F.S. WEBSTER COMPANY 


8 Amherst Street, Cambridge 42, Mass. 
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A conference session at the OMAC seminar in Chicago. 


OMAC Holds Its Biggest Seminar 


The Office Management Assn. of Chieago conducted its most successful 
annual business show and its tenth and largest seminar during the last 
week in February. The seminar, co-sponsored by Northwestern University, 
attracted the greatest registration in its history. The more than 70 exhibits 
in the Conrad Hilton Hotel’s exhibit hall were visited by 28,764 during 
the four days. 


Almost 30,000 persons saw the exhibits during the OMAC seminar. 
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Kock a File 


Now it’s a fact! Office furniture and equip- 
ment that combines efficiency, comfort and 
beauty—Rock-a-File Modular Office Furniture 
and Equipment. Engineered for efficient use, 
solid working comfort and warm beauty, Rock- 
a-File Modular makes any office a more at- 
tractive, pleasant place in which to work. 
Gone is the old-fashioned, cluttered look of 
unmatched pieces. Rock-a-File Modular units 
—desk, file, bookcase, waste receptacle, type- 
writer cabinet, drawer cabinet and shelf stor- 
age cabinet —in wood or steel construction— 


For complete details, write today for catalog and price list. 
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are designed to fit available space with the 
maximum in efficiency. Each unit easily con- 
nects to companion units in any desired ar- 
rangement—making a complete and harmo- 
nious furniture layout. 

Everybody, from executives to stenogra- 
phers, will appreciate the efficiency, economy 
of space, comfort and beauty of Rock-a-File 
Modular Office Furniture. Available in steel 
or wood, Rock-a-File Modular steel units are 
furnished with gray or walnut finish; wood 
units in genuine walnut only. 


ROCKWELL-BARNES COMPANY 
Specialists to the Stationer since 190 


35 East Wacker Drive Chicago ], Ill. 








ALL TIME 


ALL STARS 


—aigas Rok 


0 
cHRIC 


. th 
an 
\ HIS UNUSUAL RECORDS 
‘ \ 


1,190 extra base hits...494 homers... physique enabled him to play 2130 con- 
lifetime batting mark of .340. League secutive games—1925 to 1939—a record 
record of 184 runs batted inforaseason that may never be equalled. 

... tied record of 4 consecutive homers Here’s another unusual record: offices 
in a game...set record of 23 home runs __ in 8 of America’s top 9 steel companies 
with bases filled during his career. Lou use Atlantic Bond Paper. Why not your 
Gehrig's greatest mark was the one office? Your business forms will look 
where heart combined with magnificent better on clean, crisp, distinctive... 


ATLANTIC BOND 


— 


“neve. PAPER 


¢ .————— 
MADE BY EASTERN CORPORATION + BANGOR, MAINE 


| 





Write us on your letterhead for Grantiond Rice's complete all-time 
boseboll team, attractively illustrated ond suitable for framing. 
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OFFICE MANAGEMENT IN GOVERNMENT 





Better Office Supervision Could 
Reduce G-Girl Employment 


JAMES A. BARR 


Chief, Branch of Management Planning, Bureau of Land Management, 
Department of the Interior, Washington, D. C. 


NE of the greatest handicaps to 

efficient office management in govern- 

ment departments in Washington is 
the permanent shortage of stenogra- 
phers and typists or G-girls as they have 
come to be known. A recent informal 
survey indicated approximately 4,000 
such vacancies out of a total of approxi- 
mately 40,000 positions representing 
secretaries, typists, stenographers, clerk- 
typists, and clerk-stenographers. 

There are many reasons for this 
shortage. Excluding the military es- 
tablishments, civilian government em- 
ployment in the metropolitan area of 
Washington varies from 247,000 to 250,- 
000. This area has a population of ap- 
proximately 1,400,000 and an _ adult 
working population over 16 of about 


500,000. Obviously a great many must 
be recruited from outside this area, usu- 
ally from small towns, as there are not 
many reasons why girls should be in- 
terested in positions in Washington if 
they reside in a larger city. 

Many parents are reluctant to permit 
their daughters, often only recently out 
of business college, to work and live in 
another city. This is particularly true 
when these same girls can find employ- 
ment in their home towns. Girls who 
have no family ties, or whose parents do 
not object to their seeking greener pas- 
tures, may be discouraged from seeking 
government employment because of the 
housing shortage, crime rate, present 
bad repute attaching to government em- 
ployees because of the corruption of a 


Verna Anderes, placement officer for the Bureau of Land Management, Department of the 
Interior, interviewing prospective G-girl, Mrs. Blanche Skinner. 
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YOUR OFFICE 
NEEDS THEM 


A 


BUSINESS 
SUPPLIES by 








For more operating efficiency— 
in your office, in your warehouse 
or in your factory—make sure 

_ that your business supplies 
carry the ENNIS name—first 
name in America for fine 

paper products for general 
business use. Buy them from 
your dealer now. 


Ask your dealer 
for ENNIS 
products... 
he’s sure to have 
them! 


Ennis 


TAG & SALESBOOK CO. 


Manufacturers of Paper Products 

Factories at Ennis, Texas ¢ Chatham, Va. 
Branches in Houston, Dallas, Birmingham, New 
Orleans, Albuquerque, Los Angeles, Denver, 
St. Louis, St. Paul and New York 





few, dislike of a routine job, or: Wash- 
ington’s reputation for being a poor city 
in which to meet a potential husband. 

This shortage has been with us for the 
last quarter-century except perhaps dur- 
ing depression periods, and seems 
likely to be with us for many more years. 
Executives outside the government say 
the problem exists to practically the 
same extent in private industry. The 
U.S. Civil Service Commission took of- 
ficial cognizance of the problem when 
it issued a pamphlet entitled How to 
Conserve Stenographic and Typing 
Skills, developed as a result of an inter- 
agency conference set up to deal with 
this specific problem. This pamphlet 
contains excellent ideas, but unfortu- 
nately I am afraid that few of them are 
being utilized by many agencies. 

There are three concrete ways in which 
this problem may be solved, the first and 
most obvious one being, of course, the 
employment of more stenographers and 
typists. This being difficult if not im- 
possible, it is necessary to explore other 
solutions. Much greater use of machines 
can be made than is at present being 
done. One of the greatest demands on 
a typist’s time is for making copies, 
one of the greatest bugaboos of govern- 
ment. There just never seem to be 
enough copies. It is a simple matter 
to ask our G-girl to make three or four 
more if we do not realize what this prae- 
tice is costing us. In view of the prog- 
ress made in recent years in office re- 
production machines, it is almost pos- 
sible to adopt the axiom that typists 
and stenographers should never be used 
to make copies. 

Greater use of recording machines 
should be made to increase the time 
stenographers or typists spend at pro- 
ductive work at the typewriter. With 
the proper use of recording machines 
it is even possible to avoid tran- 
seribing material at all, but just to file it 
and play it back whenever necessary. 
Electric typewriters and units of mul- 
tiple electric typewriters can be adapted 
to much greater use in government than 
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|For Pencil and 


TWO Mew 


7077 and 
70778 


v.S.4..707 7 


The All-American 
office team of 
COLUMBUS 1492 
pencil and wood- 
encased EraserStik 
7099 and 70998 
(with brush) now 
has 2 new members 
EraserStik 
7077 and 7077B— 
the new, better 
way to erase lead 
pencil and carbon 
paper marks. In- 
sist on original 
EraserStik. Accept 
no substitutes. 
Order from your 
Dealer today. 


6+) u.s.a. 7077 B 


AW FABER GRASER 


AW FABER-CHSTELL 


COMPANY IN NEWARK ON 











| they are at present. 

Even with the purchase of all the va- 
lrious types of machines which will in- 
| crease typing and stenographie produc- 
tion time, we must do much more. We 
/must continually take steps to increase 
| production time by making sure that the 
machines are in use as much as possible. 
It is not good office management to have 
typewriters, dictating, reproduction, or 
other machines idle the greater part of 
the time. Increased use of machines can 
usually be made without demanding 
much more work of the operator by bet- 
ter organization of the work and the 
working habits of the operator. One 
very simple way to improve machine 
production is the work-place layout. We 
have all run across the stenographer 
who takes four or five minutes to find 
her book after being advised she is 
wanted for dictation. Time taken in 
assembling paper and carbon can be 
saved by using a desk-top rack, prop- 
erly designed, with letterheads, carbon 
and copy paper in proper order. Sur- 
- veys which I have made show it is pos- 
Accounting Board sible to reduce the pre-work movement 


iand non-production time by approxi- 














Speeds Up Payroll imately 80%. These surveys, of course, 
And A/C Receivable! must be conducted in line with the pecu- 





liar requirements of the particular job. 
The first step in any survey is to de- 


Eliminates Individual Postings. termine the types of employees needed 
and the required number. In govern- 


Writes 3 Forms At Once. Elimi- Se ea a ; 
nates Transcribing Errors. — reall cre De fie J xc 
clerk-stenographers are in many cases 

doing very little stenographie or typing 
counting board, is the work. Their qualifications could be bet- 
modern efficient way to ter used in positions demanding these 
coenall ‘ate “hae oe and their present jobs, in a sub- 
' stantial number of cases, could be filled 

ated. No costly machines | jy clerks. Our so-called G-girl is often 
to install. icalled upon to do a lot of filing, taking 


: é 5 : , 
. ‘care of supplies, writing routine form 
Complete Details On Request | eo hes: tee 3 

P ques |letters, making copies and other such 


work indicative of bad personnel utiliza- 


} ition. More attention must be paid to 
ithe problem of matching job and skill. 
THE C. E. ep an co. | There is no point in having an excellent 


ls , corres PS ad Ti ‘ » . ak} iets 
44-03 21st Street Lassies ei ay, | ste nographer, capable of taking dicta- 
{tion at 120 or 130 words a minute, typ- 


Save 2/3 in Time! 


Multi-Rite, the new ac- 
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THE CHECK SIGNER WITH THE 


SHREDDED 


~FORGERY-PROOF SIGNATURE 


I and more 


efficient Executives 
now avoid the tire- 
some, tedious, time- 
wasting task of sign- 
ing checks by hand. 
SIGN-O-METER does 
it better, faster. Name plate is 
an exact facsimile of the Exe- 
cutive’s signature, beautifully 
engraved. SIGN-O-METER 
enables the busy Executive to 


SHREDS your facsimile 
signature into check 
with indelible ink 


DUAL LOCK 
EXECUTIVE CONTROL 


delegate the check-signing chore to a trusted assistant. SIGN-O-METER signa- 


tures are forgery-proof—valid for all 


banking and legal requirements. 


SPECIFICATIONS—Grey 2-tone crackle enamel finish. Chrome check shelf. Accom- 
modates single checks, vouchers, sheet checks. Upwards of 25,000 perfectly imprinted 
checks from each re-inking. Ink tube, front ink door, afford instant, soil-less re-inking. 
Electric or hand operated. Non-resettable meter accurately tallies all checks signed. 


Dual lock control—iocks name plate, 


Write today for descriptive 
literature. 


THE HEDMAN 
COMPANY 


CHICAGO 14 


Makers of 
CHECK PROTECTORS 


locks machine against unauthorized use. 


THE HEDMAN COMPANY 
Sign-O-Meter Division 


1158 W. Armitage Ave., Chicago 14, Ill. 


[) Please send descriptive literature 


() I'd like to see a demonstration 




















SORT 


IN MINUTES 
INSTEAD of HOURS 
WITHOUT 

COSTLY MACHINES! 
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Quick facts from punched cards! Saves you 
up to 65%, sorting out data for production 
control, inventory, sales, payroll, etc. Anyone 
seated at desk, can do the job with E-Z Sort. 
A simple hand rod is the only tool. E-Z Sort 
is widely used by organizations in every part 
of the country. Can be readily adapted to 
your needs. Our nearest office will gladly show 
you; or write us for details. 





[Peseta etereeetetarasertareterawasateray 


E-Z SORT 


SYSTEMS, LTD. 


45 Second Street 
Dept. 42 
San Francisco 5, California 


Pet aPate® eter atet ats 


+4 














A few valuable territories open 
to qualified Systems Engineers. 
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ing cards or on some other routine task. 
This usually discourages the girls to the 
point where she just leaves the or- 


| ganization, an action in which she is 


fully justified, for certainly the or- 
ganization has been guilty of bad office 
management. 

The government office manager, or ad- 
ministrative officer as he is called, has 
a responsibility to management and to 
the employees to determine just how 
many and what types of employees are 
needed, and then to be sure this balance 
is maintained unless the workload shifts 
appreciably. Insufficient interchange of 
personnel is made to care for peak loads. 
In many cases, particularly in these 


| emergency days, one secretary can easily 


take care of two officials; but this is a 
difficult problem which requires judici- 


| ous handling since having a secretary is 
| a matter of prestige and the average 
‘ 


rovernment official would prefer any 
sacrifice rather than admit he has to 
share a secretary. Nevertheless there is 
a big field for developing better steno- 


| graphic working hours and in _ these 
| times it should not be overlooked. 


Since many of these suggestions, even 
if followed, would take some time to 
relieve the situation, it might be in- 
teresting to point out to prospective G- 


| girls some of the advantages of work- 


ing in Washington. By and large, she 


| will find her job more interesting than 





a comparable one in private industry. 
She will usually be working on prob- 
lems of a national or worldwide scope 
and in most eases will be in a position 
to know better some of the vital issues 
involved. She should get from this em- 
ployment a feeling of making a personal 
contribution in helping to solve these 
large political, social and economic 
problems. From a personal standpoint 
she will find that government salaries 
compare favorably with those in private 
industry, particularly in the lower or 
starting grades. Grade 3, the one prob- 


| ably used the most as a starting grade, 


| with 


pays a minimum of $2950 per annum 
automatic increases of $80 per 
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“She now saves time for all of us, Frank” 


In today’s business economy, time is the 
most critical factor. That’s why Shaw- 
Walker research, “time-engineered” a sim- 
plified filing plan which ensures split- 
second filing and finding—saving costly 
clerical time and even more expensive 
executive waiting time. 

Expertly simplified, this “time-engi- 
neered” plan also lessens filing errors and 
often reduces personnel while increasing 
output. From Shaw-Walker’s eight you 
can now quickly choose a “time-engi- 
neered” stock filing system, with tailor- 
made flexibility to fit your needs, whether 
it’s for one drawer or a thousand. 

Since 1899 Shaw-Walker has specialized 


yer Loyal a 


“Built Likes 
) Skyscraper™ 





8) SHAWWALKER 


in helping American business make the 
most of office time. This wealth of experi- 
ence is yours for the asking, not alone to 
speed your finding and filing but to time- 
economize anywhere in your office. 

And there are Shaw-Walker desks, 
chairs, Fire-Files, filing cabinets, loose-leaf 
and payroll equipment—everything for the 
office except machines—each “time-engi- 
neered” for the needs of every job. 


If you are setting up a new business or 
merely wish to modernize, worn, out-dated 
offices, make sure you use Shaw-Walker 
equipment throughout. It will help you 
make the most of every minute, every 
working day! 


The booklet, ‘‘Time and Office Work.” is packed with ideas for stretching 
office time. A wealth of information on “‘time-engineered”’ office sys 
tems and equipment. 
today on business letterhead to: Shaw-Walker, Muskegon 40, Michigan 


36 pages! Many color illustrations! Write 


Largest Exclusive Makers of Office Furniture 
and Filing Equipment in the World 
Execusive Offices at Muskegon, Michigan 





ee 


Branches and Dealers in All Principal Cities 








LOOK! 


Before You Buy 


Chem-Board Storage 
Files are permanent. 
They cost and weigh 
about 50% less than 
steel: cost less than 
some corrugated paper 
files. They are shipped 
assembled ready for 
use, securely stitched 
with steel wire. They 
have no gum or fixtures 
to work loose. See other 
features below. Write 
today for list of users 
and illustrated price list. 


CONVOY, INC., P.O. Station B, 
Box 216-H, Canton 6, Ohio 


Supports 

over 540 pounds 

ond operates easily! 

FEATURES . . . stack to ceiling * mate 
together vertically * operate freely without 
sagging or binding * repel vermin * can’t 
rust * are impervious to moisture * have 


positive drawer stops * follower-blocks are 
available. 


CONVOY hen-Coard/ 
STORAGE FILES 


| year. 


| another 
| salaries. 





| fessional or 
| such as attorney, scientist, budget officer, 
| personnel officer or any one of hundreds 





Most G-girls do not depend on 
these increases as their sole means of 
advancement, however, as it is rather 
easy to move upward from one grade to 
with corresponding — higher 
Promotions up to grade 5, with 
a minimum starting salary of $3410, are 
fairly common and it should not take 


the average intelligent girl more than a 


couple of years at the most to reach this 
grade, assuming of course that she pays 
attention to her job, some 
initiative and intelligence and puts them 
to use. More important positions, such 
as administrative assistants or secre- 
taries to important officials are open 
to girls who want to make a career out 
of government work and who are 


] IOSSESSES 


| qualified or who take the time to make 


themselves qualified. If a girl gets in 
this group she will be earning from 
$4,000 to $6,000 per year. This, how- 
ever, is not necessarily the limit of her 
earning’ potential, for if she spends her 


| evenings in one of the Washington ecol- 


leges which offer night courses to gov- 


| ernment employees she may eventually 
| qualify for one of the higher paid pro- 


administrative positions, 


of others. She may then move into the 
highest brackets with salaries from 
$7,000 to $14,000. 

Life in Washington can be very in- 
teresting and it has many advantages 
not ordinarily enjoyed in a small town. 
There is an abundance of good music, 
several legitimate theatres and a number 
of excellent little theatre groups. She 
will find innumerable regreational acti- 
vities including fine art galleries, many 
historical points of interest and excel- 
lent libraries. Educational opportunities 
are practically limitless with hours ar- 
ranged to suit the working day. To 
sum up, the G-girl will find life in the 
government city highly exciting and it 
will permit her to follow her inclinations 
to the fullest and in whatever ‘direction 
she desires, whether this be educational, 
aesthetic or merely “the pursuit of hap- 
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4 THESE MILLS GRIND FAST. . but just as surety as 


the mills of the gods grind slowly! Depending on the type of Rising 
Paper ... they grind for minutes or hours, but always with uniform 
results. Rising employs the latest models of stainless steel Bertram 
Beaters to beat pulp and rag fibers to uniform characteristics .. . 
special templates control beating operation automatically. That's 


another reason why you " ‘ 
know Rising Paper is... Fine Paper at its BEST! 








A comprehensive camera tour of the Rising operation . . .“‘Fine Paper At Its Best — and How It 
Gets That Way”. . . is yours for the asking. Just write “Office Service.” 


Fine Paper at its BEST. . 7 


a , f) : = ai 4 zs - 
comes to you from the Rising Mill ii =r “, in the scenic Berkshires 
ET = 5 
RISING (100% Rog) PARCHMENT * NO. 1 (100% Rog) INDEX * RISING (25% Rog) BOND 
PLATINUM PLATE * LINE MARQUE (25% Rag) * INTRALACE TEXT 


HILLSDALE (25% Rog) VELLUMS AND BRISTOLS * WINSTED VELLUMS AND BRISTOLS 
Rising Paper Company, Housatonic, Mass. 








Why don’t you cut office costs 


with Royal Electric? 


HIS REA MR CTA IEE 0 Niet 


Do you want to get out more letters . . . more invoices . . 
more stencils? 

Do you want to free typing-personnel for other work? 

In short, do you want to solve the riddle of high office costs? 

Well—have you looked into the cost-cutting possibilities of 
Royal Electric Typewriters ? 

No matter how many standard typewriters you use, there 
are special typing jobs that call for Royal Electric. 

Royal makes the finest, most rugged writing-machines ever 
built. They stay on the job longer with less time out for re- 
pairs. Royal Standard Typewriters are preferred 24% to 1 by 
girls who type, and with Royal Electric you get all the advan- 
tages of Royal Standard plus electric power! 

Perhaps the riddle of high office costs isn’t so hard to solve 
after all. The coupon will bring you full details. 
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Made by the World's Largest Manufacturer of Typewriters 
Dr eS Se te ee ee ee er he 
STANDARD 
PORTABLE 
ELECTRIC 


Royal Typewriter Co., Inc., Dept. 418, 
2 Park Ave., New York 16, N. Y. 


| 

| 

| I would like a copy of the brochure, “Picture of 
| Progress,’’ describing the Royal Electric. 
| 

| 

| 
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NAME 





COMPANY 





ADDRESS___ jlestacbecia 


ee | 
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Humidity changes don’t bother 
this “3M” aluminum Offset Plate! 


Dependable performance from package to 
press—in any humidity! “3M” Brand PHoTo- 
OFFSET PLATES make guesswork unnecessary, 
make job-postponement a thing of the past. 
That’s because their exposure and developing 
time remain constant—despite changes in tem- 
perature or humidity. Put these pre-sensitized, 
ALL-ALUMINUM photo-offset plates on your 
presses. And don’t let the weatherman worry you. 


EASY TO PROCESS. No special 
equipment is necessary, and you 
make highest quality professional 
plates the first time, every time! 


PERFECT REPRODUCTION. Smooth 
grainless surface prints perfect, 
round halftone dots, better sol- 
ids, richer colors, deeper blacks. 





safe storage for re-runs. 





QUICK FACTS e Won't oxidize e Uncffected by temperature or humidity e Easy 
additions cr deletions e Finest quality printing e Stretch-and-wrinkle-proof e Handy, 








MINNESOTA MINING & MFG. CO. 
Printing Accessories Division 
Dept. 042, St. Paul 6, Minn. 


[jSend FREE samples of work done by 
“3M" Brand PHOTO-OFFSET PLATES. Also 
send complete information and price list. 


(_jArrange for a demonstration. We do [] 
do not [_] make our own plates. 
No. and type of presses 


Sensinzed Aluminum 


PHOTO-OFFSET PLATES 


Made by the makers of 


“Scotch” Brand Cellophane Tape 


zy Made in U.S.A. by MINNESOTA MINING & MFG. CO., St. Paul 6, Minn., also 
makers of “Spherekote”’ Brand Drawsheets and Blankets, ‘“‘Spherekote’’ Brand Tympan 
Covers and Frisket Papers. General Export: 270 Park Avenue, New York 17, N. Y. 


In Canada: London, Ont., Can. 
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piness.” 

Of course this whole problem empha- 
sizes the need for better supervision in 
government, better office management, 
including supervision, better surveys of 
the job to be done and the personnel 
required, better and more use of ma- 
chines and equipment. Proper correla- 
tions of personnel according to the work 
load, all working in relation to each 
other, would go a long way toward en- 
abling the government to do its job 
efficiently without the tilling of the thou- 
sands of vacancies existing today. But 
since these vacancies have been with us 
for vears and are likely to remain, it is 
time we did something about the situa- 
tion by adopting all the modern manage- 
ment and office improvement techniques 
available to us. 


Official U. S. Air Force Photo 
An Elliott Fisher Billing Machine carrying a 
1903 dateplate is saluted by Lt. Robert J. 
Finnigan, supply officer, and J. A. Schott, 
warehouse superintendent, upon the machine's 
retirement from active duty at McClellan Air 
Force Base near Sacramento, Calif. Mr. 
Schott first saw the machine in action at Rock- 
well Field near San Diego in 1919. The ma- 
chine still carries a serviceable tag but is 
being replaced for faster electrical equip- 

ment. 
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W HEN you dictate a letter on a Voice- 
Master Magic Disc, you can change what 
you said, simply by talking over the un- 
wanted words. They automatically vanish 

. your new words take their place. 

Thus your secretary hears perfect dicta- 
tion. With no corrections to watch for, she 
breezes through each letter, gets it back to 
you in “record” time. 

This is just one of the convenient, time- 
saving features of the Voice-Master, the 
dictating machine that “lets you change your 
mind.’’ Write today for all the facts, includ- 
ing details of the introductory Test-Rental 
Plan. 


Find out why 95% of the business people 
who try Voice-Master, buy it. 


Magnetic Recording Industries 


30 BROAD STREET NEW YORK 4 
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Eula V. Ray is sec- 
retary to 48  busi- 
ness men in Chi- 
cago. She has a tele- 
phone connected to 
each of her clients’ 
offices and, in addi- 
tion to answering 
their phones after 
the third ring, she 
keeps inventory rec- 
ords, order forms 
and catalogs so that 
she can talk intelli- 
gently to her clients’ 
customers and take 
orders. Miss Ray also 
handles billing and 
accounting for some 
of her clients. Each 
of the phones is 
tuned to give a dif- 
ferent sounding ring 
or buzz. 


Wide World Photo 


Measuring Employee Morale 


CIENCE 
cago, surveyed 125,000 workers with 
a recently developed morale-measur- 
ing form called the Employee Inventory 


Research Associates, Chi- 


and found eight basie worker needs. 
Lyle M. Spencer, president, reports that 
workers: don’t like bossiness; want and 
feel the need for freedom on the job; 
like job security and opportunity for 
advancement; want fair treatment with 
promotions and pay increases when 
earned; want to be able to speak their 
minds; want to be allowed to make mis- 
takes once in a while without being 
crucified tor them; like friendly treat- 
ment by fellow employees and_ their 
and want to be kept well in- 
tormed on company matters. 

The questionnaire designed for this 
survey 1s available to business for gen- 
eral use. Employees’ answers are 
anonymous, but the questionnaire allows 
management to measure morale for their 
company as a whole; to compare morale 
between different departments or plants; 


he SSCS) 


and to compare morale in their company 
with the average for others, particularly 
in their own industry. 

Not a test, the inventory has no right 
or wrong answers. Workers are asked 
to indicate in a 4-page folder whether 
they agree, disagree, or are undecided 
about statements such as: 

“My boss is always watching us too 
closely; he breathes down the backs of 
our necks.” 

“Everybody in management in this 
company their best to see that 
workers get a fair break on the job.” 

“People who work here really feel 
that they are an important part of the 
organization.” 

“I’m bored with my job—it’s dull and 
monotonous.” 

The inventory contains 78 questions, 
taken from more than 450 evaluated 
questions developed from extensive in- 
terviews and tested in earlier forms. 
Phrased in the language of the em- 
ployees, questions cover five main areas 


does 





® In fact, anybody who mails 
letters, no matter how few or how 
seldom, can use the DM. It’s a 
desk model postage meter, little 
larger than your telephone. 

® But it prints postage like any big 
meter... the right stamp for any 
kind of mail, right on the envelope. 
With a dated postmark, and your 
own small advertisement if you 
like... Even handles parcel post. 
And has a moistener for sealing 
envelope flaps. 


® Can be set for as much postage 
as you want to buy .. . protects 
postage from loss, damage, theft... 


A ffice accounts for postage automatically, 
n , O It’s a great convenience. Anybody 


can learn to use it in a few minutes. 


Can have a ® Ask the nearest PB office to show 


you the postage meter you need... 


Postage Meter *“""" 


PITNEY-BOWES 


Postage 
Meter 


Offices in 93 cities in the 
U. S. and Canada 


ys Pook Sg 4 


GF Re oD 
prour| Font ore 
\ \ 
HERE Sr as 


PITNEY-BOWES, INC. 

3415 Pacific St., Stamford, Conn. 
Please send free booklet on the DM, 
Name __ 





Firm 


Address 
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Where to buy Quality... 


in boxed typewriter papers 
and other office supplies 


You can be certain that the stationer who displays 
the seal of an Authorized Neenah Dealer sells quality merchan- 
dise. Neenah boxed typewriter papers are the finest quality made 
in America containing from 25% to 100% cotton fibers, tub 
sized, air dried, and specially finished to give the finest writing 
and typing surface. 

The stationer who sells this finer paper has a quality trade 
and deals in quality products. Make him your source for better 


office supplies. 


NEENAH BOXED TYPEWRITER PAPERS 


we lecnah 


Mike rena wrns 


Neenah Paper Company 
NEENAH, WISCONSIN 
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in employee relations and 14 different 
categories within the five major sec- 
tions. The five areas are: job and con- 
ditions of work; financial rewards; per- 
sonal relations; operating efficiency; and 
individual satisfactions. There is pro- 
vision for insertion of ten specialized 
questions which the company may add 
and space for additional personal com- 
ments by employees. 

The answer sheet is a carbonized self- 
scoring form. When tabulated, results 
make it possible to assess the general 
level of morale in an organization, locate 
the problem departments, determine 
satisfactions and dissatisfactions, evalu- 
ate supervisory and executive training 
needs, provide material for supervisory 
training programs, estimate adequacy of 
communications, stimulate interest in 
human relations and provide opportunity 
for employees to voice their views. Only 
30 minutes are required to administer 
the inventory which was constructed by 
the Employee Attitude Research Group 
of the Industrial Relations Center of 
the University of Chicago with funds 
from the General Service Foundation of 
St. Paul and A. B. Dick Co. 


Custom Offices for 
Carter Oil Co. 


ARSHALL FIELD & Co., Chi- 
cago, was chosen to redecorate the 
offices of Carter Oil Co. in Tulsa, 
Okla. This installation is expected to 
be one of the finest of its kind in the 
country. No expense is being spared 
and all office furniture is to be custom 
made from the president’s office right 
through to that of the receptionist. 
Carlton-Surrey, Inc., Grand Rapids, 
Mich., was chosen by Marshall Field & 
Co. to assist in the refurbishing job. 
Before placing the order, representa- 
tives of both Carter Oil Co. and Mar- 
shall Field’s flew to Grand Rapids to 
inspect Carlton-Surrey’s factory and 
obtain firsthand knowledge of the plan- 
ning and construction methods used 
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This Book 
should be sold... 


you can have it for nothing! 


UARCO'S ENCYCLOPEDIA OF 
BUSINESS FORMS for Purchasing 


Every now and then business is offered 
a truly helpful book. This is one! 

It contains no advertising; only facts... 
thirty-eight pages about your eight basic Pur- 
chasing Forms: Purchase Requisition, Request 
for Quotation, Purchase Order, etc. ... 

e@ what the form is ¢ why it is used e who uses it @ 

where it originates @ distribution of copies @ details 

of design ... backing up each point with large, clear 
illustrations of the forms. 
This is the first book of its type available any- 
where. Its only purpose is to tell you what you 
should know about Purchasing Forms. 


Uarco Offers You This important Book Free 
As a businessman, you will want to understand the 
function, design and use of your business forms. 
For that reason alone... 

Pin This Coupon to Your Letterhead 

and Mail For Your Free Copy, Today! 


Factories: Chicago; Cleve- 
UARCO 


land; Oakland; Deep River, 

Connecticut; Watseka, IIli- 

nois— Sales me 72 mama INCORPORATED 
in all principal cities. 


Business Forms 





UWARCO INCORPORATED 

Room 1624, 141 W. Jackson Blvd. 

Chicago 4, Illinois 

Please send my copy of Uarco’s Encyclopedia 

of Business Forms dealing with Purchasing 
orms. 


Address...» 
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Carlton-Surrey's 18th 
century style desk 
with top. grain 
leather top by Lack- 
awanna Leather Co., 
crotch walnut draw- 
er facings and the 
balance in rotary-cut 
veneers. Made for 
the office of Carter 
Oil Co., Tulsa, Okla. 


there. ted and all details worked out before 

In all their designs, Carlton-Surrey the special items for executives’ use 
stresses the functional aspect of their were made. The resulting offices will re- 
office furniture and the particular needs __ flect superbly refined taste, harmonious- 
of the user. Rough plans were submit- ly combining utilization and decoration. 








3 Most Important Days in 1952 
for OFFICE EQUIPMENT RETAILERS 


Exhibit Space SOLD OUT Thanks to 135 Leading 
Manufacturers of Office Furniture, Office Equip- 
ment, Office Accessories and Allied Lines 


Heavy advance room reservations assure record attendance. 
Make your plans now for three glorious days of pleasure 
and profit. Business Program subjects include: Sales Train- 
ing, Management, Inventory, Taxes and Government Regula- 


NATIONAL OFFICE FURNITURE coisas, “tnocheccs, enqoet, exhibits, Meesbore#22.50 
ASSOCIATION Non-Members—$27.50. 





Sixth Annual Mail your registration today to 


Trade Convention and Exhibit NATIONAL OFFICE 
FURNITURE ASSN. 
Chalfonte-Haddon Hall, 


John R. Gray, Executive Director 
Atianti J. 
ants City, U. J 175 Fifth Avenue 


APRIL 23, 24, 25, 1952 New York 10, N. Y. 
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Calculating champion 


in 15 minutes! | 


Fully Automatic Electric 
FACIT ESA-0 


It took her only 15 minutes to be the calculating 
champion of her office . . . thanks to Facit, the 
simplest fully automatic calculator ever produced. 
For a Facit no trained operator is needed; after 
a few minutes’ practice anyone can learn to per- 
form every kind of calculation with Facit’s bril- 
liant 10-key system. Turn tiresome calculating 
hours into minutes of fun with Facit—the world’s 
most exported calculator. 


DUSTPROOF e RUSTPROOF e FOOLPROOF 


A BUSINESS PRODUCT OF 7 AC IT 
AKTIEBOLAGET ATVIDABERGS inoustrier 


MADE IN SWEDEN 





U. S. SUBSIDIARY 
FACIT INC., 500 FIFTH AVENUE, NEW YORK 18, N. Y. * PHONE: LONGACRE 5-1095 
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TRY THIS TEST! 
Your Scales May Be 
= WASTING POSTAGE! 


Weigh one day's mail with present equip- 
ment... we'll re-weigh it on Commercial 
Controls scales in your own mailroom and 
compare postage charges. You may find 
that postage is being wasted. Call our 
local representative now! No obligation. 


PARCEL POST 
SCALES 

70 Ib. 
Capacity 


All scales have new postage 
rates. 20 oz., 3 Ib., 30 Ib., 
ond 70 Ib. capacities. 


WRITE NOW FOR NEW 
FREE POSTAL RATE 
WALL CHART 


Two-color, 11” x 17” mailroom chart showing first 
class, parcel post and air rates with all changes 
through July 1, 1952—yours free! 


Look in classified 
section of phone 
book under “Moail- 
room Equipment.” 


OiMerc\al 
OLS 


CORPORATION 


Dept. O-42, 1 Leighton Avenue | 
| “I hear that Mr. Purkey is having trouble 


Rochester 2, New York 








Evaluating Office Jobs 


C. M. CHESTER III 


Vice President, Personnel, 
Manning. Maxwell & Moore, Inc. 
Bridgeport, Conn. 


HE job evaluation system we use we 
Tost to be unique and by far the 
4 fairest method that could be used. 
It operates as follows: 

Every employee is requested to write 
up his own job description, sign it and 
obtain the written approval of his su- 
perior. A committee is then appointed 
to properly edit all job descriptions to 
make sure that all descriptions are uni- 
formly arranged, that irrelevancies are 
eliminated and essentials equitably pre- 
sented. Next, a separate ranking com- 
mittee, which consists of an employee 
from every department, is appointed. 
We began with our wage-hour groups 
first to insure a firm base on which to 
evaluate the more, complex jobs of the 
salaried employees, but the same general 
technique is used throughout. 

The first step was to gain a unanimous 


| 


with his dentures.” 
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decision from the ranking committee as 
to what was the simplest and the most 
difficult job of the group being ranked. 
Actually, this was an easy matter. The 
office boy and general office trainee were 
obviously the simplest and, in our par- 
ticular wage-hour group, the chief tool 
designer was the most difficult in the 
opinion of the committee. Starting with 
these two jobs as the bottom and top of 
the scale, all other jobs, by department, 
were related to them factor by factor. 
For example, in the knowledge factor 


the office boy or trainee was given the 
lowest rating, the tool designer the 
highest. A secretary was ranked some- 
where in between, and so forth. How- 
ever, in the working conditions factor 
both the tool designer and secretary were 
given the lowest ranking because they 
worked continually under normal eondi- 
tions. The office boy on the other hand 
was given a relatively high rating in this 
factor because the course of his duties 
required him to be on his feet all day 
and because frequent outside trips to 











Letterheads on WESTON BOND 
certainly command attention! 


Firm, crisp, sparkling with quality, 
the new WESTON BOND makes 
correspondence more impressive, 
sales letters more effective. You'll 
agree, this fine rag content paper 
is worth many times its modest 


WESTON BOND Envelopes are made with GRIP-QUIK instant sealing flap gum aX 





+— 


Ne anv 


CRE ete 


cost. WESTON BOND is made by 
Byron Weston Company, Dalton, 
Mass., leading makers of fine 
papers. Ask your printer to use it 
or write for sample book. Address 
Dept. OF. 


40N ay) 








WESTON & BOND” 


Made by the Makers of OLD HAMPSHIRE BOND, BYRON WESTON CO. LINEN RECORD 
and a Complete Line of Papers for Business. Records 
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HERE’S Quality TO SUIT 


Carter's Cleancoat . . . Sensibly priced for short 
runs, Protective coating and sealed Units keep carbon 
factory-fresh—no dye offsetting, easy erasures. 

In Flat Sheets and 


Masterfold Units. C . WSs 
ae Pape’ 


Carbon 


waa 7 


CARY VR 


Carbon | “per 


Carter’s Commercial 

... Carter’s most econom- 
ically priced Duplicator 
Carbon, for volume users. 
All the features of Cleancoat 
less protective coating. In 
both Flat Sheets and Master- 
fold Units. 


Carter’s Long Run . . . For runs up to 400 
copies—twice as many copies as Cleancoat or 
Commercial! Gives ideal performance for over 
87°% of all Spirit Duplicating jobs. In Flat 
Sheets and Masterfold Units; two finishes, 
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THE MOST DISCRIMINATING... 
Carter’s Duplicator Supplies? 


Typists everywhere rave, “We're delighted with the switch to 
Carter’s Duplicator Supplies . . . they’re so easy to handle.” 


Baie 





No wonder! Carter’s makes top-quality Duplicator 

Supplies—tailor-made for every job . . . for every 
Geatey, whece quality counte: machine. Typists and duplicator operators are proud 
Carter’s Duplicating Fluid trans- ‘ 


fers complete impression to paper of the better quality work they produce. 
in less than .01 second. Draws off 


Carter’s Duplicating Fluid 


ice“ ainauaalls sieian “Gan aliateaian Your choice of five grades of Duplicator Carbon 
copies—dries in time to produce assures real operating economy. You get sharp, 
alli ~ ae! “We . . - 7 
ne anyon brilliant copies—more from each master. For 
aa superefficiency, use the performance-perfect 
. et . at. companion—Carter’s Duplicator Fluid. 
Carter’s Super Quality... Just that 
a superior quality oe nse Make the switch to Carter’s Duplicator Sup- 
ben styled for extre-tong plies ... carried by Stationers and Office Out- 
runs up to 600 copies! f ; 4 
Available only in ‘tlers everywhere, 
Masterfold Units 
with protective 


gold-sealed 





For those 

who want the best 

... Carter’s Silvercoat 

Top-quality carbon—no equal at any 

price! Metallic protective coating 

means easier corrections—cleaner 

handling. In both Flat Sheets and 

Masterfold Units with gold-sealed 

edges. Available in five brilliant 
colors for runs up to 400 copies. 


THE CARTER’S INK COMPANY 


CAMBRIDGE 42 + BOSTON, MASSACHUSETTS 
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a BRAND 


you can depend on 


and every envelope has 


MINT-E-SEAL® 


the Flavor Flap 


if 


ENVELOPE CO. 


ONE ENVELOPE TERRACE, WORCESTER 4, MASS. 
New York Office: 1133 BROADWAY, N. Y. 


Write today for name of your nearest 
distributor. Dept. +78. 











ALL PURE COMMERCIAL 


WAXES 
CARNAUBA © OURICURY » BEESWAX 


Sole Agents 
GENUINE 


*RIEBECK BRAND 


MONTAN WAX 


STROHMEYER & ARPE CO. 
139 Franklin St., New York 13, N. Y. 
* Reg. U.S. Pat. Off. 








the post office, etc., were necessary, re- 
gardless of weather conditions. 

Cards for every job were prepared 
and as they were ranged by department 
according to factor, numerical degrees 
were written on the card. After this 
entire procedure was completed, inte- 
gration between departments was made. 
These final results were then reviewed by 
a review committee consisting of depart- 
ment heads or assistant departments 
heads. Relatively few changes were made 
at this level and after pricing the jobs to 
conform with area patterns as deter- 
mined by up-to-date surveys, the plan 
was presented to the Wage Stabilization 
Board for approval. 

The moment the wage-hour program 


| was completed we started on the ad- 


ministrative, professional and executive 
employees, following the identical pro- 
cedure with two exceptions. “Different 
factors were used and all employees 
above the grade of plant superintendent 


| were ranked by a special committee ap- 


pointed by the president. When it came 
to pricing the jobs in this group, we 
relied heavily on our management con- 
sultants who had better facilities and 
greater experience in this phase of the 
work. National patterns were used in- 
stead of local area patterns.—From an 
address at the Personnel Conference of 
American Management Assn. 


Freight munpeeied 


(Continued from page 72 


| of the duplication has been eliminated 
/ and under the microfilm procedure, 


backed by the teletype hookup, more in- 
formation is available faster with a 


| simpler filing set-up. 


Microfilming procedures at the Ad- 


| ley offices in New Haven are in two main 
| operations. Shipping orders (drivers’ 
| copies) are received in daily batches, 


from each of the origin terminals, along 
with an invoice copy for each order. 
The invoice duplicate goes to the main 


accounting section and the order goes 
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Reduce Noise, Increase Efficiency with VICTOR’S Exclusive 


VICTOR CUSTOMS add, sub- 
tract, multiply, divide, calculate. 
Your choice of 10-key or full 
keyboard, electrically operated. 
Totals 11 or 9 columns. 


Poy Wagber 


Revolutionary Design 
Now Victor has surpassed even its own 
standards of silence in the high-speed Super- 
Quiet Custom adding machines. With the 
rugged mechanism “floating” in an exclusive 
sound-reducing case, Victor Customs are 
faster, more efficient, quiet as a whisper. 

Available in both 10-key and full key- 
board models, Victor Customs cut operating 


CUSTOM 
ADDING 
MACHINE 


Reduces Noise 54%* 


costs and simplify figure-work. A movable 
decimal marker, allows operator to pre-set 
decimal places, speeds calculation, eliminates 
counting columns on tape. 

There are 42 basic models in the Victor 
line, for every size and type of business. 


*Based on scientifically controlled tests, 


VICTOR ADDING MACHINE CO., CHICAGO 18, ILL. 
World's Largest Exclusive Makers of Adding Machines. In Canada: McCaskey Systems Ltd., Galt, Ont. 


oe ae oe om ae om Oe oe Om Oe oe om Om om om me Oe Oe Oe Oe Oe Oe Oe Oe ee Oe ee eo 


INVEST IN 


Victor Adding Machine Co., Chicago 18, Ill., Dept. OM-452 


Please send free literature on the Victor line including descriptive 
folder on the Super-Quiet Custom adding machines. 


Name 
Company Name 


34 YEARS OF Address ... 
QUALITY RECOGNITION [yam 
THE WORLD OVER deans ' 
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HAMANN 


CALCULATING MACHINE 


2118 Land Title Building 
Philadelphia 10, Pa. 


DEALERS. WANTED 


WHERE T YET REPRESENTED 





to the microfilm camera operators. Ow- 
ing to the wider spread in the time at 
which the delivery receipts reach the 
home office, these are held in the regu- 
lar current files for a matter of some 
months to make sure of numerical se- 
quences before the filming. 

Indexing the records at the home office 
is now done entirely by the numerical 
system. Shipping orders are fed through 
the microfilm camera in numerical or- 
der. By means of Microdex indexing 
targets, the rolls of film carry identifi- 
cation panels similar to those of movie 
titles. These panels or targets, pho- 
tographed at the start of each new 
filming operation, give the point-of-ori- 
gin terminal and the opening and clos- 
ing order (or delivery receipt) num- 
bers for that day. 

Here is the way the procedure for 
filing is now set up: Alphabetical filing 
is maintained only at point-of-origin 
terminals by shippers, and at destination 
terminals by consignee. These records 
bear the invoicing numbers that serve 
for the numerical filings at the home of- 
fice. When a question arises on any 
shipping order, the home office or any 
terminal needs only the invoice num- 
ber and date to turn up the complete 
record. Or if those facts are unknown 
to the inquirer, the name either of the 
shipper or of the consignee (checked 
by teletype with the originating or re- 
ceiving terminals) will provide the home 
office with the number and date for 
quick finding on the film. 

A variety of information can then be 
secured by visual reference to the 
document, enlarged on the microfilm 
viewer. If a copy of the document is 
required, this same equipment serves 
as a printer to produce an inexpensive 
white-on-black enlargement. Comment- 
ing on the new procedures, General 
Traffic Manager Achorn states: 

“Viewing the job from the clerical 
worker’s standpoint, there is probably 
nothing more tedious than the sort of 
filing tasks we had to handle befc1 
our use of microfilming. The clerks we 
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MODERN! SIMPLIFIED! EFFICIENT: 


gyeedeger” a 
FF wes ur 10 OQ? rm 


IN POSTING e« Payroll « Accounts Receivable « Accounts Payable 
























Speedograph’'s entirely new 


principle of design reduces 


time spent on multiple post- 
ing to just a fraction with 
results comparableto machine 
posting. So elementary, any 
clerk im your office n use 


Speedograph efficient 








NO SPRINGS 
NO PEGS 


NO FLAPS 


Inquire Today and Save 
Each day you delay costs you money in 
needless duplication of labor. Our trained 
representative in your city will be glad to 
show you how the Speedograph Systems 
can be tailored to your business. Modern- 
ize, streamline your bookkeeping now. 
Write today for a personal introduction to 
the Speedograph Systems. 


There are still a few choice mar- 
kets open for exclusive Speedo- F 
graph distributor arrangements Accounting Forms, Inc. 
with competent systems men. Z 2712 S. Wabash Ave 
inquire today Chicago 16, Ill 





Scat Mists 








selected for the new procedure—all reg- 
ular members of our staff—took to the 
microfilm system immediately and after 
very short on-the-job training they were 
able to set up and maintain current op- 
erations on a day-to-day basis. This 
system ct record photography now 
means that we have the benefits of bet- 
ter records, filed better; and we have 
a great deal more room in which to do 
our tremendous volume of paperwork.” 


Martyr or Tyrant? 


(Continued from page 61) 
that his way is the only way. Stub- 
hornness is an integral part of his be- 
havior pattern. 

The solution is in many respects simi- 
lar to that recommended for the easy- 
yvoing type. A good knowledge of human 
relations is essential. Among the items 
to be stressed are the more frequent use 
of praise, the proper techniques of ad- 
ministering reprimands, and how to give 


orders most effectively. He should learn 
to tone down his manner and his speech, 
to avoid arguments and in general to 
work amiably with his fellowmen. 

A good supervisor is a good leader. 
He is neither a wishy-washy, hail-fellow- 
well-met nor a tyrant. He is neither 
ignored nor feared by his subordinates. 
He is neither overfriendly, nor aloof. 
He becomes neither a martyr to his em- 
ployees nor a tyrant over them. 

The good supervisor can analyze him- 
self, diagnose his own faults and take 
steps to correct them. He avoids the 
two major pitfalls of supervision: 
leniency and severity. He has confidence 
in himself and the respect and con- 
fidence of his staff. He is tactful in 
handling all problems. Above all, he 
remembers that by treating all people as 
human beings, he will get and keep their 
cooperation. Once he has established 
this group spirit, his department will be 
run more efficiently, more smoothly and 
the morale of his subordinates will reach 
new heights. 





how do YOU collate! 


at the left 


Are the 


familiar? 


scenes 


One girl at the Thomas Colla- 
tor pictured can match the 
production of as many as four 


girls ‘‘gathering'’ manually. 


If this 
please write us for brochure 
"O-4"' and the full story. 


saving interests you, 


Thomas sHaveos 


specialists in paper gathering 
30 Church Street « New York 7 * Digby 9-2270 
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EFFICIENT 
CLEAN 
SIMPLE 


QUIET 


EXPRESS INKER 


Stencil duplicating becomes the finest office reproduc- 
tion process with the Gestetner Duplicator because its 
automatic vacuum feed distributes the special, no-waste 
ink to oscillating, revolving rollers for ink distribution 
similar to a printing press. No other stencil duplicator 
has this advanced inking system, equalled only by such 
other Gestetner features as the fast, accurate paper feed 
which adjusts for thick or thin stock; the easy-to-adjust 
margin control; the accurate speed control for different 
classes of work; automatic counter that stops machine 
at desired quantity; clean-stacking receiving tray ; single, 
self-contained power unit. The Gestetner prints better 
—in any color—on sheets up to 814” x 14”. Famed 
throughout the world since 1881. Write for illustrated 
literature. 


DUPLICATOR CORPORATION 


50 McLean Ave., Yonkers 5, N. Y. Phone: YOnkers 8-6666 
1724 H St., N. W., Washington, D. C. Phone: Executive 1350 








CHECKSIGNER 
Hedman Co., 1158 W. Armitage Ave., 
Chicago 14, Ill, makes the Sign-O-Meter 
machine which 
times faster than by 
The signature plate, which will 


electric check-signing 
signs checks ten 
hand. 


wear indefinitely, is locked in the ma- 


chine when the unit is un 
locked. Inked shredded 
indelibly into the paper and the forgery- 
proof signature is valid for all banking 
and legal requirements. While signature 
impressions retain all characteristics of 
the handwriting, forged impressions from 
a duplicate (unauthorized) plate can be 
detected. Machine has dual locking con- 
trols with separate keys; one controls 
machine operation, the other controls in- 


operating 
signatures are 


sertion and removal of signature plate. 
Keys are tubular style to prevent any- 


one making a duplicate key. A tamper- 
proof meter counts signature impressions 
up to 99,999 and is non-resettable. Coun- 
ter will not operate if signature plate is 
out of machine. The Sign-O-Meter can 
be operated by a foot-treadle leaving 
both hands free to feed either single, 
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voucher style or continuous form checks. 
Extra large ink roller is easy and clean 
to reink and one inking lasts for up- 
wards of 25,000 signatures. The Sign- 
O-Meter is finished in two-tone gray 
crackle with chrome shelf and 
adjustable guide, and made with either 
right or left imprinting head. Universal 
motor for both AC and DC. Machine is 
easily carried from desk to desk, built 
for long, rugged service and carries a 2- 
year mechanical guarantee. Illustrated 
literature, with actual machine signature 
impression, from above address. 


POSTING SYSTEM 
Accounting Forms, Ine., 2712 8S. Wa- 
bash Ave., Chicago 16, Ill., announced an 
improved Speedograph board and simpli- 
fied Speedograph forms designed to re- 
duce payroll, accounts receivable and ac- 
counts payable postings to single elemen- 


enamel 


tary operation without complex forms, 
springs, pegs or flaps. Because of Speedo- 
graph’s simplicity, it is often adaptable 
to operations where ordinary board de- 
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vices could not be used. The exclusive 
Speedograph built-in combination FOAB 
and withholding tax chart eliminates 
cumbersome, extra charts in figuring pay- 
roll. Tax amounts are instantly located 
without lifting the pencil from writing 
position. Speedograph saves time in 
handling many forms of accounts receiv- 
able and accounts payable. Its single 
posting method eliminates transcription 
errors resulting from numerous duplicate 
postings to journals, statements, ledger 
account cards, ete. Speedograph forms 
provide an easy-to-figure, running check 
of receivables and payables. Full infor- 
mation and sample forms can be had 
from the above address. 


WRITING INK 


Sanford Ink Co., Dept. T.O., Bellwood, 
Ill., makers of Sanford’s Penit Blue- 


Black Fountain Pen Ink, offers 12 desk 
drawer size bottles free to purchasers of 


5 
4 

a 

reas = 

Z 


size 26-0z. bottles. This offer 
is being made to acquaint users with this 
ink which is made for use in all makes 
of fountain pens regardless of the pens’ 


six office 
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special construction. It is designated a 
quick-starting ink which means all pens 
start to write instantly. To obtain the 
free dozen small bottles of ink, it is only 
necessary to order the half-dozen large 
bottles from the above address, giving 
your stationer’s name and address, 


PAPER FOR FORMS 


L. L. Brown Paper Co., Adams, Mass., 
offer a free illustrated booklet, ‘‘ How to 
Get Greater Service and Value from 
Your Records & Letters,’’ which shows 


how to judge paper properties and their 
value; how to determine the effect of 
paper costs on total forms cost; and how 
to order the most economical grade of 
paper stock for each type of form. 


CARBON-INTERLEAVED FORMS 
Federal Business Products, Ine., 90 
Gold St., New York 38, N. Y., offer a 
free broadside which illustrates and de- 
scribes Federal forms in styles for ledger 
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checks, ete. 
Federal to 


and journals, statements, 


These forms are designed by 
make one writing serve additional, dif- 
ferent purposes with the use of either 
regular or hectograph carbon, special die- 
The folder is titled ‘* Short 


setter 


cutting, ete. 
Cuts to 
ean be had from above address. 


Susiness Efficiency’’ and 


PHOTOCOPY MACHINES 
Develop K. G. Dr. Eisbein & Co., Klee 
mannstr. 6, Stuttgart 3ad Cannstatt, 
U. S. Zone, Germany, makes the Develop 
Quick-Copier for 
without handling liquids or a darkroom. 


making photocopies 


Copies may be on opaque Copyrapid paper 
or on transparent paper for use to make 


duplicating masters or diazo_ prints. 


a 


Copies are permanently finished auto 


matically and will last indefinitely even 
in humid 


There are several 
The Unikop 


size 


climates. 
models of this equipment. 
Din A3 makes 


actual copies of 
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sheets up to 14%” x 18” in less than 2 
minutes, while the Unikop Din A4 is for 
sheets up to 814” x 13.” Machines will 
make copies of material bound in thick 
paper with text 
The copies are 
automatically unywhere = in 
either the hand or electric model De- 
velop machine, All electric models plug 
into any AC or DC outlet and are made 
of rustproof stainless steel and plastic. 
The Unikop Din A4 measures only 1614’? 
long, 14%” wide, high; weighs 
15% Ibs., while the Unikop Din A3 is 
only a little larger. The hand Develop 
Din A4 measures 15” x 7%” x 516”, 
weighing 7 lbs., while the same model 
electric developer is 144%” x 9%” x 9", 
weighing 1614” lbs. This firm also manu- 
factures photocopiers for making copies 
of a different size than the original and 
for high volume production, as well as 
the above small, desk-top models.  In- 
formation from above address. 


books as well as from 


on one or both sides. 


developed 


On" 
J %& 


ADDING MACHINE 
Underwood Corp., 1 Park Ave., New 
York 16, N. Y., announces that a new 
electric adding machine has been added 


to the line of Underwood Portable Type- 
writers and Leader Adding Machines sold 
through more than 8,000 dealers in the 
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U.S. Developed in response to requests by 
dealers. Known as the Model 78 SP 
this Leader Adding Machine is available 
in 8 column totalling capacity and will 
retail for $270. 


CALCULATOR 
Felt & Tarrant Mfg. Co., 1715 N. 
-aulina St., Chieago 22, Ill., makes the 
Dual-Action Comptometer adding-caleu 
lating machine that has two independent 


keyboards, two cancelling levers and a 
divided answer register. The operator 
“an calculate on the right half of the 
keyboard and accumulate totals on the 
left half. Totals on the right or caleu- 


lating side of the Comptometer may be 


THe Orrice—April, 1952 


cancelled independently of the accumu- 
lating side. This machine is designed to 
handle billing, payroll, figuring discounts, 
sales audit, accounts receivable, statistics 
and other applications. On figure work 
not requiring the dual feature, the opera- 
tor simply touches the lower cancelling 
lever which instantly converts the Dual- 
Action Comptometer into a standard full 
keyboard all-purpose machine, All models 
can be split at any point to accommodate 
special types of figure work. Dual-Action 
Comptometers are made in 10 and 12 
column both eleetrie and non- 
electric models, finished in a sandalwood 
brown and available for immediate de- 
livery at a slight additional cost over 
standard models. 


sizes in 


CARBON PAPER 


Kee Lox Mfg. Co., Rochester 1, N. Y., 
makes Kee Lox Timely Carbon Paper 
which is designed for producing up to 20 
clean copies on standard or electric type 
writers, without smearing or showing 
typewriter roller marks on the manifold 
tissue copies. By writing the above ad 
dress on your business letterhead and 
giving the number of copies you ordi- 
narily make and style of typewriters used 
(standard, electric or noiseless), this 
company will send 25 free sample sheets 
of this new carbon paper in their 
patented Kopy Aligner collating box. 


EXECUTIVE 
DESK 
Executive 
niture, Ine., P. O. 
Box 1048, Okla- 
homa City 1, 
Okla., makes ‘the 
No. 525 desk in 
their Series 500 
line of 
built office furni- 
ture. This desk 
has a 45” x 84” x 
1%” top and the 
edges are banded 
with vertical 


Fur- 


custom 
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KEY PUNCH 
DESK 


Linoleum-covered 
steel top... 
**Slatestone’’ grey 
enamel finish. . . 
19” wide, 26” deep, 
262” high adjust- 
able to 2812”. List 
$79.50. Ship. wt., 
90 Ibs. 


DURO'S 


reinforced 


DO-ALL 


Full-swivel boall- 
bearing wheels, 21” 
turning radius. . . 
welded shelves, 
static load capacity 
1,000 Ibs. .. . grey 
enamel finish. . . 
22” wide, 30” deep, 
441,” high. List 
$72.50. Ship. wt., 


22-drawer tab card files 

e « « Tot 
boxes, Tote box carriers, cabins 
+ » « Control panel storage racks 
« « » Sorter racks 


| sive adjustable glides for a 2 














stripe quartered walnut, double plied be- 
fore banding to prevent cracking or 
checking especially where applied to the 
end grain of the core. There is ample 
overhang at both ends and rear for con- 
ference use. The two front corners are 


| eut on a 4” radius while rear corners are 
| cut on a 10” radius. 
| have seven 15” x 30” drawers including 
| one of double file depth. 
| walnut construction including the sled- 
§| type pedestal bases equipped with mas- 


Desks’ pedestals 


Desk is of all 


2” adjust- 
ment in height and to overcome uneven 
floor surfaces. All end and back panels 
and drawer fronts have 13/16” 5-ply 
cores with quartered striped walnut ex- 
teriors. All posts are flush with panels. 
Drawers have patented, adjustable roller 
suspension and are completely inter- 
changeable. There are two secretary 
slides. Center drawer is optional. 


LABELING TAPE 
Tape Mark Co., 321 Cedar St., St. Paul, 
Minn., makes Mark-On Tape, designed 
for labeling files, file folders, reports, 
drawers, notebooks, cards, and various 
items of general office equipment. The 
tape’s writing surface, beneath its pro- 


| tective covering of transparent acetate 


film tape, permanently reproduces any 
message. When any blunt-pointed object 
(the wrong end of a pen for example) is 
used to write on the acetate film, the 
message reproduces automatically on the 
writing surface underneath and cannot 
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SURVEY REVEALS AVERAGE OFFICE OF 
100 PEOPLE HAS 8 19 DIFFERENT 
MAKES OF PENS TO FILL 


Sanford’s Penit is the one ink that 
makes every single one of these 


pens start instantly — yes, any pen 
regardless of special construction 


Offered solely to acquaint The Mew 
ice cts ; > Easy-To-Pour Office-Size, 
your office staff with the : ane 
quick-starting ink that ap 
2 ‘4 25 g j > J y 4 oft. - r . 
makes any pen we rk bet ) gasoumapttend ) 
ter and start instantly. Vie = ++ Not Mr. Big-Fist © © 


8 
SEND COUPON WITH NAME OF YOUR SUPPLIER 


SANFORD INK COMPANY 
Dept. TO 
Be he i Illinois 


Have my stationer send me one-half dozen office-size 26-ounce bottles 
(1-5 gal.) of SANFORD’S PENit Blue-Black Fountain Pen Ink. My 


stationer’s name is: 
Address 


Inasmuch as this is my first order of PENit in the new 26-07. size, please 
send me without charge !2 desk drawer size bottles of Blue-Black PENit 


FOUNTAIN PEN INK Ink for distribution to our office employees 


SANFORD INK COMPANY 
Bellwood, Illinois 
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“MR. BOTT, DON’T BLAME ME! IT’S THE SYSTEM” 


This employer of the gay nineties is impatient with his bookkeeping methods. He wants 
monthly reports of his business and because they are slow in reaching his desk, he is taking 
it out on his employee. 


PITY THE MAN... 


The poor bookkeeper is trying to explain that it all takes time . . . that another man could 
work no faster, could do no more in ten hours than he does . . . that the system is slow. 


In those days, bills were all figured mentally and written in ink. Entries were made by hand 
in bound journals and ledgers, and every figure had to be double checked for accuracy. 
Invoices for merchandise purchased, bank statements, freight bills all were many days late 
in arriving, because other offices followed the same slow procedures. 

How different for Mr. Bott, had he lived today. He would have enjoyed rapid mechanical ac- 
counting methods, with Tarco efficiency forms in Tarco flexible-chain post binders. He would 
know the status of his business not every month or every week, but every day. 

If you are not familiar with the Tarco line, send for illustrated catalog listing 240 different 


forms, also binders and other auditing aids. Then should you require special forms, we 
custom-print them to your exact specifications. 


Write for Catalog F-1 today. 


comit vor rice] TALLMAN ROBBINS & CO. 


Accountant about Tarco Better Business Forms, eee ee Co-ordinated Filing Equipment 
the best Forms for : gai F . 

your Business. 316 W. Superior St., Chicago 10, IMlinois 

New York « Kansas City « Indicnapolis « Tulsa « Wichita « Washington 
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be erased or smudged. 
point pen, or pencil can be used to in- 
seribe the message. Ink-free typewritten 
impressions reproduce perfectly while 
penned messages can be wiped free of 
the film without loss of the reproduction 
on the tape’s special writing surface. 
Mark-On Tape can be applied to any 
clean and dry metal, plastic, glass, wood 
or paper surface. It is resistant to water, 
acid and oil. The tape is available in 
1%” and %” widths on 648” rolls. The 14” 
(%” wide writing surface) sells for 
$1.49; the 4%” (3%” wide writing surface ) 
for $1.95 per roll. A plastic hand dis 
penser is included with each order. 


ROTATING FILE 
Wassell Organization, Ine., Westport 
Conn., makes the Rotor-File which is 
adaptable to housing a wide range of 
records including standard and special 
ecards, binders and folders, to meet 
requirements of high volume reference 
and posting operations like credit his- 


A stylus, dry ball- 








Dupli-Typer Ribbon Attachments 
Make INKED Copies 


Increase Production—Reduce Costs 


For “4 
Continuous /’ 


Form Work ae” 


Bookkeeping 
Machines 
For full 


irformation write: 


DUPLI-TYPER CO. 
456 Fourth Ave., New York 16, N. Y., U.S.A. 
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tories, 
records, 


sales and inventory records, tax 
medical records, cycle billing, 
tabulating card housing, insurance policy 


and claim records, accounts receivable, 
production and cost records, price data; 


customer, utility line and real estate 


THE INTERCOM SYSTEM 
OF 1,000 USES! 


WHEELER 


Sel, Powered 


ELECTRIC 
TELEPHONE 


@ Use it to take those constantly 
called stations off your switchboard 


@ Use it where a really PRIVATE 
line is needed 


@ Use it for office -to- factory, fac - 
tory-to-yard and for temporary lines 
on construction jobs, etc 


C\  @ Use it for o TRULY IN 
( | DEPENDENT emergency 
\ IP system 


@ NO botteries, NO out 
side power source. Alwoys 


ready. Effective up to 20 
miles 


Write for full deta and name 
of your neorest distributor 


a4 ee 


THE WHEELER INSULATED WIRE COMPANY, Inc. 
Division of the Sperry Corp 
1106 EAST AURORA ST., WATERBURY 20, CONN 














Amazing New Method for 
Making Graphic Charts 


' Simpler © Quicker © Better! 
Professional Charts can be made 
quickly, economically by you, your 
secretary, or any member of your staff 


—by the 
CHART-PAK METHOD 


| Here's all you do: On a Chart-Pak 
| board, plan the kind of chart you 
want. Select the proper Chart-Pak 
materials. A little finger pressure and a 
little typing do the rest. That's all 
there is to it. Your chart is ready for 
presentation or reproduction. 


And Note This: Any portion of your 
Chart-Pak chart can be quickly 
changed or corrected at any time. 
What could be more economical? 


SSSSSSSSSSSSSSSESESESESRSSCSEERESEEEEEEE 


ATTACH TO YOUR LETTERHEAD 


Send me descriptive brochure on the Chart- 
Pak Method for Statistical Charts [] Organ- 
ization Charts (] Office Layouts [] 104-Z 


CHART-PAK, INC. 


104-Z Lincoln Ave., Stamford, Conn. 


| 
| clerk 


| of representative models are: 


Rotor-File consists of one or 
more circular tiers rotating on a vertical 
shaft with filed material arranged in 
trays or racks. The operator, working 
from a seated position, commands a large 


records, 


number of active records and can easily 
find any record in seconds by rotating 
the tier to bring the proper tray within 
reach. In one series of popular models 
each tier except the lowest contains a 
2214° pie-cut to furnish to the 

below. To reach a lower tier, the 
the tier until the desired 
tray is in the opening. Filing capacities 
a. 2 oo 


access 
tier 
moves 


| ecards, 512 filing inches in five tiers; 6” x 
| 4” eards, 800 filing inches in six tiers; 


| tiers. 





| use. 
attractive light gray color. 


ew on” 


5” x 3” eards. 1202 filing inches in seven 
Cards are filed in removable long 
and short trays which alternate to make 
maximum use of the tier area. Existing 
records can be transferred to Rotor-File 
without alteration. File growth is fre- 
quently accommodated without additional 
space by the addition of tiers to existing 
Rotor-File units. 


POSTAL SCALE 
Hanson Seale Co., 525 N. Ada St., Chi- 
cago 22, Ill., makes the Hanson Jr. light 
duty seale No. 158. The manufacturer 


ha 


for 





this scale the 
small or average office and also for home 
The scale body is Styron plastic in 
Mechanism 


recommends 


postal 
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When you want multiple copies of con- 

ference reports, bulletins, sales letters— 

rely on the office duplicator. One typist 

using the duplicator can literally turn out 

the work of ten. When she uses Hammer- 

mill Duplicator paper, only one typing, ie 

one checking is necessary. Every copy is now for an up-to- 

clear, easy to read. Available in white, date sample book 

five distinctive colors with envelopes to + Roaring 
plicator and the 

match. helpful idea-book 


“Duplicator Facts.”’ 


Hammermill Paper Company, 
1463 East Lake Road, Erie 6, Penna. 


H AMME RMILL Please send me—FREE—the sample 


book of Hammermill Duplicator and the 
idea-book, ‘‘Duplicator Facts.” 


DUPLICATOR = 


PIRIT AND GELATIN MACHINES Position 


(Please attach to, or write on, your busi- 
ness ‘etterhead.) TO-APR. 


FOR S 


lee vee cee am meee ee 
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ONE TIME 
CARBON 
FORMS.. 


igift to modern efficiency! 


ORDER-INVOICE SYSTEMS 
VOUCHERS 
PURCHASE ORDERS 
BILLS OF LADING 


Mercury Printing Company's reputation 
as experts in form efficiency and work 
simplification is of vital importance 
to you. 

Our know-how of form construction, 
plus our proficient printing and bindery 
plant, constitutes an economical 
source of supply to you. So why not 
take advantage of our service by having 
our experts study your form, gratis? 


* call us for 
review of 
your forms and 

systems 


Business Forms 
Carbon Interleaved Forms 
Pegboard Systems 
Duplicating Systems 
Bookkeeping Machine Forms 


ercury 


Printing Company 
200 HUDSON STREET, NEW YORK 13, N. Y. 


WaAlker 5-5604 
eeeeeee7eeeee00ee 80000 8 
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-. e 
| is suspended on a steel channel indepen- 


dent of the case which makes possible an 
unusual high degree of accuracy. Chart 
on platform computes postage up to 8 
oz. for first class, air mail and merchan- 
dise. List price $3.25. 


VISIBLE FILE 

Vue-Fax Corp., 90 Gold St., New York 
38, N. Y., makes the smaller and 
expensive Econofile which has all the fea- 
tures of the Vue-Fax standard 
time-saving visible record systems. The 
Econofile horizontal, vertical and 
diagonal margins of visibility enabling 


less 


line of 


has 


| quick and easy reference to accounts re- 


ceivable, inventory, personnel, produc- 
tion, sales records, ete. It is equipped 
with a margin control spacer base and 
transparent plastic panels. Rigidly con 
structed of steel and finished in erystal 


| gray for years of rugged office service, 


the Eeonofile is available in four sizes, 
holding from 2000 to 8000 ecards. Detailed 
information from above address. 


COPYHOLDER FOLDER 
Copy Right Mfg. Co., Dept. 1, 53 Park 
Place, New York 7, N. Y., offers a folder 
showing ‘‘ Five Office Necessities,’’ which 
the Right Copyholder, 
Stand-By Copyholder, Fluorescent Lamps 
and Magnifiers. Printed in two colors, 


include Copy 
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Mfost Valuable Stenographer 


ON YOUR PAYROLL 


9 





FOR LESS THAN 3c 
PER LETTER... 


Robotyper [Ryans 
L letters per day. 


Here's a stenographer who can do the 
work of four rapid typists . . . 





eal 





Robotypers and still have time for 
other work. Your typewriter is always 
free for manual operation, without 
unhooking. 


Who always works at top speed .. . 


... never gets tired... 


. . . will work 24 hours every day, 
if you want herto... 


Robotyped letters are personal letters, 


- . « doesn't need a lunch hour, or 
rest period... 


. . » She'll work for a salary of 77c per 
day! 


That’s ROBOTYPER, a mechanical 
super-typist so speedy and accurate 
that your present staff can quadruple 
its present daily output of routine 
personal letters. One girl, without 
special skill, can operate one to four 


with individually-typed names, figures, 
and personal fill-ins, impossible to 
distinguish from any other personal 


letter. Truly personal Robotyped 
letters get surer results . . . win and 
keep good will as no processed letter 
can. 

It will pay you to investigate the 
money-saving and money-making advan- 


tages of Robotyper. Let's tell you about 
Robotyper. 


ROBOTYPER CORPORATION 
Room 0-42 


Hendersonville, North Carolina 
Please tell me how Robotyper can increase efficiency 
in my firm. 

NAME 

COMPANY 

p ADDRESS ......... 


ISX) eYeh ig ol -3 4 


Suiidd eusiness 
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8144” x 11”, punched for ring binders for 
salesman’s catalogs, catalog files and 
books. Dealers can have as 
copies as per- 


reference 


many needed for sales 


sonnel, 


PORTABLE TYPEWRITER 
L. C. Smith & Corona Typewriters Ince., 
Ds. Age oe that the 
Page Gage, introduced a year ago as a 
feature of the Smith-Corona Office Type- 


Syracuse announces 


writer, has now been incorporated on the 
Smith-Corona Portable Typewriter. Ex- 
clusive with Smith-Corona, the device 
shows the operator how much space re- 
mains at the bottom of the page being 
typed. This is the first time a portable 
typewriter has equipped with a 
A simple mechanism which 
any typist can set in a matter of seconds, 
the Page Gage takes the guess-work out 
of page-end typing, 


been 
Page Gage. 


saving time and 


Under-blunder? 


A tired old mailing scale that underweighs and sends out 
“postage due” letters or packages—reflects unfavorably on any firm! 
... A Pitney-Bowes precision Mailing Scale has an automatic 
pendulum mechanism that is accurate, stays accurate, isn’t impaired 
by time or use. And it’s fast-acting—with a hairline edge indicator 
that shows exact weight instantly, doesn’t waver. 

Chart graduations are wide-spaced, easy to read... 
This scale speeds mailing, saves time, money and 
postage ... Special 70 Ib. model for parcel post. 
Ask the nearest PB office to show you, or write for 


illustrated booklet. 


F REE: Handy wall chart of new Postal Rates for all classes 
of mail, complete with changes, and parcel post map 


showing zones for any locality. 


= PITNEY-BOWES 


() Mailing Scales & 
— PITNEY-BOWES, INC. 
~ 3428 Pacific St., Stamford, Conn. 


Originators of the postage meter 
. offices in 93 cities 
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paper and avoiding necessity of retyping. 
As the bottom edge of the paper being 
typed disappears behind the platen, red 
figures on the Page Gage indicate when 
the typing has reached 249” above the 
end of the page and show at half-inch in- 
tervals how much space is left until the 
very bottom of the page is reached. The 
Gage can be set for any length paper. 
Persons using portable machines are 
often either amateur or part-time typists 
who will find such a guide of unusual 
assistance. It is therefore expected that 
the Page Gage will prove as popular 
with the portable Smith-Corona  type- 
writer as it has with the office model. 


STENCIL SCOPE 


Corp., 50 MeLean Ave., 
5, N. Y., offers the Gestetner 


Duplicator 
Yonkers 


Scope for writing or tracing on stencils. 
Made of all metal, finished in hammer 
Heading studs at top and clamp 


gray. 


at bottom hold the stencil firmly. ‘The 
scope is adjustable from an inclined angle 
to a horizontal working position. The 
T-square with each scope has a locking 
device which, by a flick of the finger, 
clamps the T-Square in position for easy 
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Just a few 
REPEAT USERS: 
Aluminum Co. 
of America 
Fansteel 
Metallurgical 
Corporation 
Halliburton 

il Well 
Cementing Co. 
Perfect Circle 
Corporation 
United States 
Rubber Co. 





B= 


NO NAILS-NO SCREWS 
Set it up without tools 


Learn all about this sturdy, 
easily erected, economical 
shelving for permanent rec- 
ord storage. 

Completely prefabricated of 
precision cut Ponderosa pine, 
with factory applied metal in- 
terlocking brackets. Measures 
76" x 42” x 24”. Each of six 
shelves are adjustable 1” up or 
down. 

Extension units lock to 
starter unit making infinite 
linear shelving or back-to-back 
island shelving. 

CLIP THIS AD TO YOUR LETTERHEAD 
for details and the name of 
your local dealer. 


FREE BOOKLET! 
Send for our MANUAL OF 
RECORD STORAGE 
PRACTICE. 

1. Tells how long to 
keep specific records 
for your protection, 

2. Shows best procedures 
in record storage. 


No obligation. Send for this booklet to- 
day. Offer good only in U.S. and Canada. 


BANKERS BOX COMPANY 


Record Retention Specialists Since 1918 


720 S. Dearborn St. « 


Chicago 5, Ill. 














4 
‘ 
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for better results... 
BETTER USE 


WIPORITES. 


for applying solu- 
tions to all offset 
plates and litho- 
graphic paper 
masters. 











@ ECONOMICAL 
@ HIGHLY 

ABSORBENT 

@ LINT-FREE 


eg 
= \ j 








Here’s the modern 
way to apply 
solutions to offset 
plates either in 
preparation or on 
the press. These 
soft, highly absorb- 
ent, lint-free applicators insure smooth, even 
application of etches, gums, etc. They’re 
handy, ready to use, cut to size and folded 
with four clean surfaces quickly available. 
They won't stick to the plate...won’t become 
stringy. They save time . . . do a far better 
job than cotton or other makeshifts. Econom- 
ical too . . . only $1.65 per bag of 100. 
Packed 20 bags to a case. Order Wiporites 
from your nearest Davidson Sales and 
Service Agency .. . today. 

















DAVIDSON CORPORATION 
A SUBSIDIARY OF MERGENTHALER LINOTYPE COMPANY 
1036-60 W. Adams Street, Chicogo 7, Illinois 


and comfortable use of lettering guides. 
Lighting from 
smooth, 


over the 


an inside source gives a 
no-glare, evenly diffused light 
working surface. The 
T-square may be used in either a hori- 
zontal or a vertical position. A wide 
range of styli and lettering guides are 
available for use with the scope. Litera- 
ture on the scope and accessories may be 
obtained from above address. 


entire 


TABULATING CARD FILES 


Duro Consolidated, Ine., P. O. Box 248, 
Redwood City, Calif., makes a full line 
of tabulating accessory equipment headed 
by a completely redesigned 22-drawer 
filing eabinet. Duro’s tab card file is 


higher than previous models. The new 


5454” height permitting storage of 90,000 
eards while width is retained at 20 3/32” 
and depth at 2814”, enabling the cabinet 
to occupy less than 4 sq. ft. of floor space. 
Sturdier construction also is claimed for 
the unit. have double thick- 
nesses of sheet steel and basic framework 
is of heavier stock. 
dividual and full 


Corners 


Drawers are in- 








extension, with syn- 
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Let this present-day miracle change 
all your ideas about dictating machines! 


How wrong you are if you think a mod- 
ern dictating machine has a speaking tube! 
Or looks like an old-fashioned phono- 
graph! Or takes up lots of room in your 
office. 

Listen! TIME-MASTER, the most remark- 
able dictating machine ever invented, has 
a mike you cradle in your hand with all 
the controls in finger reach. Only 42 
inches high, TIME-MASTER takes up no 
more room on your desk than a letter- 
head. And it records with amazing clarity 
on Dictabelt, an exclusive Dictaphone re- 


DICTAPHONE 


THE GREATEST NAME IN DICTATION 
TIME-MASTER — The Modern Way to Dictate 


“Dictaphone” is a registered trade-mark 
of Dictaphone Corporation. 
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cording medium that’s unbreakable, filable, 
mailable, and so inexpensive it’s used once 
and thrown away, if desired. 

The two words ‘electronics’ and ‘plastics’ 

sum up the most revolutionary changes in 
the dictating-machine industry since the 
first practical recording of the human 
voice. 
Through electronics, your voice is trans- 
mitted with fidelity! Through plastics—ex- 
clusive Dictaphone Dictabelts—your voice 
is recorded and reproduced with radio- 
clarity! 


Dictapuone Corp., Dept. 1 42 
420 Lexington Ave., N. Y. 17, N. Y. 
Please send me my free copy of “Time Itself.” 


Your Name 








Cc 





r 7 


Street Address 








City & Zone 





Commercial Stationery Manufacturers 
to reach the profitable 
Latin American market in the 


1952 edition of la (Nima 





4 
eon 


ed 
W hile there is a lot of talk about trade and 
exchange restrictions, the Latin American countries continue to 
; buy and pay for office equipment and supplies in 
impressive dollar quantities. The manufacturers who vigorously 
promote their export sales are earning sizable profits. 


Last November (latest official figures available), American office equipment and 
stationery manufacturers sold: 
$49,125 of pencils to Colombia 
$20,580 of bookkeeping machines to Honduras 
$15,386 of office stapling machines to Mexico 
$27,358 of new standard typewriters to Argentina 
$35,444 of metal office files to Venezuela 
$15,036 of carbon paper to Cuba 
$47,777 of adding machines to Peru 


The people spending these dollars receive, read and rely on La OFICINA all 
year long as the first source of office equipment information. Advertising in La 
OFICINA annually is the most effective, thorough and inexpensive way of telling 
your Latin American prospects the advantages of your products. 

But we must have your advertising reservation immediately. The 1952 edition 
is almost ready to print. Send your instructions Now—or telephone for further 
information, low rate, circulation, etc. 
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chronized ball-bearing suspension sys- 
tems and individual thumb latches on 
cradles. Plunger-type master cabinet 
lock is offered as optional equipment. 
Changes also have been made in Duro’s 
1952 drawer. An all-steel unit with 
solid bottom and solid front, its depth 
now permits use of 14” index tabs. Users 
doing frequent reference or inter-filing 
are offered a low-side drawer at no ex 
tra cost. A complete catalog of Duro’s 
1952 line is available on request. 


OFFSET MECHANICAL NEGATIVE 


Milo Harding Co., 434 W. Pico Blvd., 
Los Angeles 15, Calif., makes the Tempo- 
lith Mechanical Negative for offset du- 
plicating. This is similar in makeup to 
a regular stencil, eliminating one step in 
the processing of offset work. It serves 


oe 


as the negative from which the offset 
plate is made and thus no camera equip- 
ment or photo film are required. It 
makes clean copy from a Vari-Typer o1 
any standard typewriter and perfectly re 
produces typing, drawing or tracing. 
Used with pre-sensitized offset plates, or 
regular offset plates after they have been 
sensitized, for inexpensive make-up. It 
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“DEALER'S CHOICE” 


fo 


BUILDING BUSINESS 


ay 


WITH DIRECT SUBTRACTION 


MODEL B192E 


Electric Printing Calculator 
9-Column Totals up to 9,999,999.99 


MODEL B192 


Hand-Operated Printing Calculator 
9-Column Totals up to 9,999,999.99 





Some territories now 
open for exclusive as- 
signment. If interested in 
securing an exclusive 
and profitable agency, 
write for full information. 


EXCLUSIVE 
SALES 
AGENCY 
PLAN! 














BARRETT ADDING MACHINE DIVISION 


Lanston Monotype Machine Company 
24th and Locust Sts., Philadelphia 3, Pa., U.S.A. 








PEERLESS IMPERIAL 
has a great stake in the 


Although PEERLESS IMPERIAL techni- 
cians are constantly researching im- 
provements in ribbons and carbons for 
manual machines, they have not neg- 
lected the new era of electric typewrit- 
ing. In fact, they got a head start on it 
by developments which are vital to all 
users of these ingenious typewriters. 
We are proud to state that FINAL LINE, 
WRITEMASTER and NO CURL NO SMUDGE 
Carbon—as well as WRITEMASTER cloth 
and carbon paper ribbons are now cap- 
able of producing impressions of print- 
like beauty on both electric and manual 
machines. 

Owners of both type machines will do 
well to consult the PEERLESS IMPERIAL 
man. 


PEERLESS IMPERIAL CO., Inc. 


TTR ee @lillacmmelits Ma aelalelay 


28 Peerless Place, Newark 5, New Jersey 
NY Office 7 321 Bway - Chicago 2. 179W Washington St 
Detroit 18 37 Linden St. River Rouge. Michigan 





| their own prime liability 
i positor 


| checks 


| is also used for silk sereen reproduction 


on small, one-time jobs. The possibilities 
of a mechanical negative for offset were 
first recognized by the Milo Harding Co. 
in 1958 and tne Tempolith Negative was 
introduced at that time. Tempolith Nega- 
tives are top-printed with guide 
lines and measurements for exact place- 


silver 


ment of copy, and are the same size as 
the offset plate so no masking is required. 
Negative No. 147-P is the same size as 
an standard stencil so it be used for 
the offset plate, mimeograph, or both; an 


may 


advantage to users of both processes who 


| can buy one product to serve both needs. 


CERTIFICATION MACHINES 
Ajax Time Stamp Co., 368 Broadway, 


New York 13, N. Y., offers their free 


| catalog illustrating seven models of cer- 


tification machines plus all types of tim- 
ing, dating and/or numbering equipment. 


Manufacturers of check certifiers for 


many years, Ajax specializes in this par- 


ticular type of bank equipment. When 


| banks certify their checks completely and 


they protect 
and their de- 
Alteration of 
A jax-Hereules 


safely this modern way, 


fraud, 
with an 


against 


certified 


| are practically impossible because the 
| entire 


record plus the amount, serial 
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number and date are serrated into the 
fibres of the paper. A copy of the eata 
log ean be had from above address. 


W-2, 1099 TAX FORMS 

Ross-Martin Co., Box 800, Tulsa I, 
Okla., makes Kraftbilt W-2 and 1LO99 
Forms for 1952. These have been ap- 
proved by Federal and State tax officials 
and are made in snap-apart style printed 
f-up on a sheet, bound, perforated and 
imprinted to order. Forms are available 
in multi-parts sets with interleaved car- 
bon to make one writing serve all Federal 
and State tax requirements. This com- 
pany markets these and other forms by 
mail. Complete details and samples can 
be had from above address. 


STENCIL DUPLICATOR 
Print-O-Matie Co., Merchandise Mart, 
Chicago 54, IIL, is making the Print-O- 
Matic Model 4-A Stencil Duplicator in 
Holland. 


duplicator uses regular 4-hole stencils and 


Retailing at only $56, this 


has a closed, cast aluminum drum which 
is counterbalanced for smooth, quiet 
operation. It handles all stock from post 


« 


ecard to legal size. Inside, semi-automatic 
inking brush has a separate, outside, 
handle for inking without staining the 
hands. Drum is easily removed or in- 
terchanged for color work, Automatic 
paper feed has stabilizer bar, precision- 
type paper grip adjustment and snap-on 
feed arm. Machine can be stored in a 
space 18” x 12” x 10%” because paper 
tray folds flat and slides under machine, 
Heavy cast steel side frame gives ma- 
chine sturdiness. Simplicity of opera- 
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* high-style 


* tough-built 


* super-value 


METAL-LUX 
CLERICAL POSTURE CHAIRS 


MILWAUKEE METAL-LUX is a solid selling 
success. Trade and users alike take to 
METAL-LUX functional design and matchless 

high-styling. Add out-of-this-world 
posture seating comfort, dreadnaught 
construction, surprisingly low cost-—and 
you have the kind of metal chair value that 
sells. If you haven't yet shared in METAL-LUX 
profits, get the full details now 
Send for complete descriptive literature 


See us at Booth 51, NOFA Convention, Hadden Hell 
Hotel, Atiantic City, April 23, 24 end 25 


MILWAUKEE METAL FURNITURE COMPANY 


120 S La Salle Street Chicago 3, Illinois 





d hi tion eliminates need for servicing. The 
What oes t 1S Print-O-Matie Model 4-A earries a 120 
day unconditional guarantee. Literature 


business machine |‘ *™v¢ “dress 
SAFE 
DO? | Diebold, Inc., Canton 2, Ohio, makes a 


| 


small Guardian safe for offices and homes. 
Compact and thoroughly tested for fire, 
impact, explosion and burglary, Guar- 





It can be a Time Stamp, or an 
electric Numberer, a Dater, a 
combined Dater and Number- 
er, a Check Signer, a check aes i . 
Endoreer, etc. ANY of these | en Set bet iM alee ae 
various applications can be 20 Burglarly. Further information from 
arranged for Carbon Copy | #bove address. 


work. 














LIGHTING MAINTENANCE 
Sylvania Electric Products, Ine., 60 
Boston St., Salem, Mass., offers a free 
| 12-page, two-color bulletin, ‘‘The Why, 
Send for our new catalog. | When and How of Modern Lighting 
Maintenance.’’ Emphasizing the high 
| cost of low lighting maintenance stand- 


WER TU DTM ETO | 225, es bulletin stresses that planned 
| maintenance of both light sources and 

298 BROADWAY | reflecting surfaces saves costly time and 
NEW YORK 7.N.Y | useful light. It outlines an 8-step pro- 


| gram of planned fluorescent lighting 
Mfrs. & Distrabutors of | maintenance suggesting: check lighting 
im Mae animals | levels regularly, replace burnouts 


| promptly, keep lamp and reflectors clean, 


Tell us your problems. 
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replace lamps systematically, maintain 
light colored walls and ceilings, maintain 


agel sa END THIS NUISANCE 
proper line voltage, keep a stock of fix- 
ture parts, and use labor-saving methods y NOW WITH 
and The 9 


equipment. advantages of 
planned group replacement of lamps as 
compared to one-at-a-time replacements 
are stressed. Even the most modern 
fluorescent lighting installations rapidly 
become inefficient because of poor mainte- 
nance procedures. 


PHOTOCOPY PROCESS 
Charles Bruning Co., Dept. P32, Teter- 
boro, N. J., offers a free ilustrated book- 
let which describes the Copyflex Process 
for .making photocopies automatically. 
Ask for Booklet A-2008, 


ACCOUNTS PAYABLE SYSTEM 
Charles R. Hadley Co., 330 N. Los : 
Angeles St., Los Angeles 12, Calif., an- es 
nounces a simplified accounts payable COILS THE CORD 
method using a writing board to create NEATLY BESIDE THE PHONE 


three records simultaneously. The whole 


A MUST FOR OFFICES, HOMES... 


Positively eliminates tangled and 
twisted cords . . . keeps the cord from 
catching on desk corners, drawers, ete, 
No wonder 500,000 were sold last year 
to banks, insurance, real estate, govern: 
ment offices, etc. 


oe 
i 
AY 
it 
i 
1 
. 





peeceenancarenset® 


* RETAILS FOR 95c... 


Manufactured of finest steel music wire. 
Easily installed and guaranteed not to 
bend out of shape or break under nor+ 
mal use. ‘ 


Not to be confused with 


accounts payable process is completed in oid fashioned wrap-around covers. 


two easy steps. 1. A single writing pro- 
duces the remittance advice, voucher If your dealer cannot supply you, 
record and distribution ticket. 2. A single send 95¢ each direct to 
writing completes the remittance advice 
and creates the check record. This helps HUFF SALES C0 
to cut clerical time in half, levels peak « 


loads, eliminates transcription errors and 


veg 911 Western Ave. Seattle 4, Wash. 
provides flexibility of operation. Any 
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Ano 


ALL-ALUMINUM 
PORTABLE REGISTER * 


for accurate records easier. That's the 


reason why this Hano Portable Register is so 
popular. Three basic models provide form sizes 
to fit any of your record-keeping needs 


* Just one of the many HANO Registers 


all fully illustrated in “HAND 
WRITTEN RECORDS’ write for 
your copy today. Established o 


dealers wanted in the South, 4 
occ 


Southwest and Mid-west 

Phil, 9 (Ea } 
COMPANY INC. 

tian HOLYOKE, MASSACHUSETTS 


128 


lelerk can learn the method in minutes, 


Hadley officials report, which solves the 
problem of vacation or sick leave replace 
ments. Line proof and page proof pro- 
vide a constant check of accuracy. Writ- 
ing boards used with this method are 
light and portable. There is nothing to 
break down or get out of order and 
boards can be stored in a desk drawer 
when not in use. 


ROLLING FILES 

Rol-Dex Division, Watson 
Jamestown 21, N. Y., offers a free 16 
page booklet, ‘‘The Modern Filing 
Method,’’ which illustrates and describes 
the operation of Rol-Dex and Trans-Dex 


Mfg. Co., 


Files for housing whatever type forms an 
Tables show 
capacities and specifications of all units 
photos 


office happens to be using. 


while reproduce various setusal 


oftice installations. 


TYPEWRITER RIBBON 


Pres-To-Line Corp. of America, 2359 
Cotner Ave., Los Angeles 64, Calif., has 
designed a plastie ribbon container for 
their inked 


ribbons which is made of 


more durable plastic than 
used. The bottom of the deeper Pres-To- 
Line ribbon box is made of a tough 
metallic plastic. The lid is transparent, 
making the contents visible after the in- 


side Inbel is removed. It also makes a 


previously 
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handy container for small items that clut- are marked with type size for rapid iden- 
ter up a desk, such as paper clips, stamps, _ tification. Frames are nickelplated; 
pins, coins, leads, erasers, hairpins, ete. drums are of aluminum for minimum ink 
The new containers are slightly recessed 
on the bottom and top, allowing them to 
nest together. The stronger box is un- 
conditionally guaranteed against break- 
age during shipment because it will 
withstand the weight of 200-lbs. 


RUBBER LINE DATER, NUMBERER 
Wm. A. Force & Co., 64 White St., 
New York 13, N. Y., makes the Regent 
Numberer and Monarch Rubber Line 
Daters and Numberers in a complete 
line of popular type sizes and band 
capacities. They are self-aligning and 
straight-line impressions are always pos- 
sible. Deeply molded bands align on 
the bridge. Rigid standardization during 
manufacture and assembly insures align 
ment and smooth, trouble-free perform corrosion. Daters are built with two 
ance. Handles of both models are of day drums of larger-than-usual diameter 
functional design for easy gripping and for uniform tension and easier moving 


” MANUFACTURERS OF 


_ LOOSE LEAF BINDERS 


for every purpose 
*x ACCOUNTING *SALESMEN 
* CATALOGS * PUBLICATIONS 
*STOCK CONTROL *®MANUALS 
For eae Quality at Lowest Price 
“ASK FOR STAR BINDERS" 
Catalog will be sent on request. 


STAR LOOSE LEAF 00.” 





ANNOUNCING ! FORTHE INDEPENDENT DEALER 
“< THE NEW 


UNIVERSAL CASH REGISTER 


' WITH EXCLUSIVE FIVE 
| PARTS REPLACEMENT GUARANTEE ' 


PRECISION MADE — SMOOTH KEY ACTION 
SIMPLE CONTROLS 


U. S. Distributor —— T, K, McGOURTY 


87 West Main Street, Patchogue, New York 
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. . . SIMPLEST OPERATION YET! 


Model 3 
$140 


CALCULATOR 


MULTO is an amazingly low-priced calcu- 
lator, ideal for small offices, stores, accoun- 
tants, insurance men, etc. It is lightweight, 
ruggedly built, designed for all-around 
service. 


Features: 


@ Rapidly handles ali fundamental 
operations. 


@ Quickly checks invoices and state- 
ments. 


@ Instantly calculates cost and sell- 
ing prices. 


MULTO opens up a new field for sales of 
popular-priced calculators. Find out about 
it TODAY! 


Model 13 MULTO Calculator, similar to Model 
3, includes ‘‘Back Transfer’ feature, permit- 
ting continuous operation without resetting 
figure in keyboard—another 
reat time-saving feature! 
rice $160 
Telephone: 
Circle 5-6940 


NEW YORK 14 





of bands. The Regent is a quality Num- 
berer and Dater, individually boxed, 
while the Monarch is a general utility 
item, popularly priced for volume sales. 


TYPEWRITER STAND 
Maso Steel Products, Dept. O, 81 W. 
Van Buren St., Chicago 5, Ill., makes 
the all steel Econome Stand Model 
No. 695D with a handy letter size drawer. 


o7” 


Stand is 27” high and the two folding 
leaves make its top 1444” x 35”. Offered 
in a choice of three hammerloid finishes: 
gray, green or brown. Details and prices 
on this and other Maso products can be 
had from above address. 


OFFICE PARTITIONS 

Mills Co., 975 Wayside Road, Cleve- 
land 10, Ohio, offer their free 48-page 
catalog No. 52 to persons who deal with 
problems of changing office space require- 
ments. It contains numerous installation 
and construction photos and detailed con- 
struction drawings showing Mills Mov- 
able Metal Walls in various styles and 
accessories like doors, ceilings, transoms, 
louvers, top fillers, wickets, grilles, shelv- 
ing, counters, bookcases, glazing and 
hardware. 
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VERTICAL FILES 


Dray Mfg. Co., 4961 East 52nd Place, 


Los Angeles 22, Calif., makes Drayfile B 
Filing Cabinets in 2, 3 and 4 
styles. Cabinets are 28” deep and have 
10 roller and ball bearings per drawer, 


positive locking follow’ blocks, full 
progressive suspensions and 
reinforced on each side. Available in 
green or gray baked enamel, with or 
without paracentrie lock. Further in- 
formation from above address. 


are triply 


BALL POINT INK 
Flo-Ball Pen Corp., 16 East 40th St., 
New York 16, N. Y., announces Mag- 
Ink quick-drying ball pen ink, a product 


drawer 





EXPORT 
BOOKKEEPING 


MACHINES 


CALCULATORS 
TYPEWRITERS 


ALL MAKES, Used and Rebuilt 
Mail or Cable us your enquiries. We quar- 


antee prompt personal attention, lowest 
prices and absolutely reliable service 


Richard Gibian 


119 LAFAYETTE STREET 
NEW YORK 13, N. Y. 
Cables: “ERGIBIAN.” Telephone: REctor 2-6580 














Tue Orrice—April, 1952 


PEEEE EEE EEE EEE EEE EEE EES 





ADDRESSING MACHINE 
USING 
METAL PLATES 

THAT FEED AUTOMATICALLY 
Prints thru a ribbon that winds and reverses 
automatically..Both machine and plates are 
practically indestructible. 

SAVE TIME — SAVE MONEY 
Addressing envelopes, cards, 
pay checks, tags, labels or self addressed 
envelopes. Will make carbon copies, print 
in duplicate, triplicate or repeat. 

SPEEDIEST — CLEANEST 
The Most Satisfying 
OF ALL ADDRESSING MACHINES 
Speed—Approx. 1200 Impressions per Hour 
48 Hour Plate Embossing Service by Mail 
ALWAYS READY 
FOR INSTANT USE 
Requires No Skill or Experience to Operate 
No Adjustments, Inking or Other Time 
Wasting Preparations Necessary 
SPECIFICATIONS 
Takes Any Size up to 9'' x 12" 
Weight 35 Ibs. Size 19" x 19" x 9" 
GUARANTEED FOR ONE YEAR 
PRICE $110.00 PLUS $6.60 FED. TAX 


statements 


Manufactured by 
NETTLE OFFICE EQUIPMENT CO. 
27 Huntington Ave., Boston 16, Mass. 
DEALERS IN PRINCIPAL CITIES 


Send to-day for Circular D 
and 10 day free trial offer. 


Weodeobe ole she so ohe oooke oo ohe oho ole sooo oo ale soos she ale ho ole fo ohe ae ode 
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TYPEWRITER ERASER 
SNAP-ATTACHED HERE 
ALWAYS HANDY 


FOLLOW THAT 


ERASURE THROUGH! 


with ALLEN-QUIK 
TWIN ERASING SHIELD 


Keep your carbon copies as neat and 
clean as your original copy. Not in the 
old fashioned and time-consuming way 
with bits of cardboard or metal, but in 
the new, easy Allen-Quik way. The long 
handle and unique twin design make this 
shield the clean, quick way to smudge- 
less carbon copies. Allen-Quik, made of 
non-curling Vinylite, is fast becoming a 
favorite with typists everywhere. 


If your local dealer is unable to sup- 
ply you, please write direct for details. 


ALLEN & COMPANY 


“The Home of Alco Products" 
DEPT. AQ, 11-15 VANDEWATER STREET 
NEW YORK 38, N. Y. 


of four year’s research to overcome ob- 
jections of critical ball pen users. Mag- 
Ink is permanent 
so it cannot be smeared or transferred. 
It will not leak through the point of the 
pen and it keeps pens clean. There 1s 
no danger of bleeding and Mag-Ink will 
wash out of clothing. Flo-Ball 


and dries in seconds 


All new 
pens contain this ink. 


SELECTIVE PHOTOCOPY 
REDUCTION 

Remington Rand Ine., 315 Fourth Ave., 
New York 10, N. Y., offer a free book- 
let which describes 11 different record 
maintenance problems faced by various 
industries. Titled ‘‘Dexigraph Photo- 
copy Service,’’ among the problems is 
one where a government agency had to 
reduce an 8” x 6” reeord to a 5” x 3” 
eard. Typing new cards was limited by 
a time factor; ordinary photographic re- 
production methods reduced the identify- 
ing name illegibly. Dexigraph Photocopy 
equipment permitted keeping the same- 
while the remainder of the 

reduced with one photo- 
and one record han- 
Other problems described show 
the speedy duplication of bank signature 
cards to the changing of record sizes in 
order to convert from hand to machine 
Ask for Bulletin BSD-4. 


size name 
record 
graphic 


was 
exposure 
dling. 


posting. 


OFFICE PUSHCART 
Continental Fixtures Co., 1104 W. Main 
St., Oklahoma City, Okla., announce that 
offices are using their Nest-Karts Type 








New York Sales Agency Available 


for packaged products 
sold thru Stationery Stores 


Offers complete merchandising service on ‘ee 
basis to limited number of 
manufacturers. Long experience in selling and 
distributing Top Quality Brands. Advisors and 
Consultants in marketing and sales promotion. 
Fifth Avenue Office with full listings in your 
name if desired. Write for complete informa- 
tion submitting literature describing your 
products. 


Foster Consultants and Sales Agency, Inc. 
303 Fifth Avenue New York 16, N. Y. 


or commission 
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SW-50 for conveyance of files, machines, 
stock room supplies, ete. Transferring 
files is the widest use. Without disturb 
ing the order of the files, they can be 
moved quickly and easily. Nest-Karts 
have a basket capacity of 4500 cubic 


inches with a large built-in lower basket 
in addition. Baskets for small items are 
available to be attached inside the 
standard baskets, without impairing nest- 
ing feature. The roomy lower shelf is 
specially adapted to carrying bulky items 
or it may be fitted with a special basket 
Ballbearing casters with non-marring 








COTTERMAN 
WELDED STEEL 
SAFETY LADDERS 
For Filing Rooms, 
Fl soe woes 
ron asy to Move 
Easy to Climb. 
Mounted on Swivel Brake 
Casters which allow the ladder 
to be rolled freely when no one 
is on hen you step on 
the ladder the rubber cush- 
ioned legs rest on the floor 
and prevent rolling. Made in 

7 heights—2 widths. 
Send for Circular 51-0 and 


prices. 
1. D. COTTERMAN, Mfr. 
4535 N. Ravenswood Ave. 
Chicago, 40, til. 
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TNOLEUM 
DESK TOP 


LINO- KLEEN 


No water—no soaping—no rinsing 
— eliminate sloppy pails. Simply 
apply this chemical cleaner a few 
minutes each week . . . and your 
linoleum desk tops look like new— 
restores original non-glare, non-gloss 
finish. Anyone can clean their own 
desk top without getting soiled — 
LINO-KLEEN makes cleaning a 
pleasure. Keep a bottle in each desk. 


© Write for FREE trial sample. 


Dealer Territories Open. 


WIEMER‘’S, tme. 


70 Vernon St., Bridgeport, Conn 











IVPt CLEANING MADE EASIER 


¥ 


qd 


<* CLEANS 
* Typewriters 
72 Billing Machines 
* Adding Machines 


Typists ond business 
machine operators wont 
* Norta Plostic Type Cleaner 
—if's easy 10 use—no mess « Addressing Plate 
— no liquids to spill * Marking sn he ote. 
*NORTA THE ORIGINAL PLASTIC TYPE CLEANER 


Free somple sent upon request write to 


NORTA DISTRIBUTING COMPANY 
1165 Broadway, New York |, N. Y. 


@ BookKEEPiINnG 
@ CALCULATING 
cs ACCOUNTING 


eaditionsd. Write for 
current prices. ¢ 


321 BROADWAY « NEW YORK? WY 
WO 4-1240°¢-shle: Hodgmach 





Slightly Used Dictaphones 
SAVE 


up to 
60% 


A.E.-Cameos-TimeMasters 


Mercury-K.A. models 
Aucographs-Soundscribers 


Wire and Tape Recorders 
Supplies and accessories 


STENTOR'S Established 1926 


437 4th Av., N.Y. City 16—MU 6-5353 











STEEL PERSONAL FILE | 


File No. 442 is made of 
heavy steel to last for 
years. Equipped with 
key and strong lock that 
stays closed. Gray ham- 
merloid finish. Inside are 
letter-size folders, alpha- 
betical, monthly and 
blank. Individually 
boxed, 6 to carton. 

Get at dealers or write 
for prices and discounts 


AMBERG FILE & INDEX CO. 
1601 Duane Bivd., Kankakee, Ili. 





| ping, a 


| has been typed. 


rubber wheels and compact, well-balanced 
construction make them easy to maneu- 
ver. Any girl can handle fully loaded 
carriers all day without fatigue. Nest- 
Karts have telescoping construction to 
permit nesting together so that each ad- 
ditional unit requires less than 6” of 
additional space. 


CARBON PAPER 
Codo Mfg. Corp., Coraopolis, Pa., an- 
nounees that Keen-Rite Carbon Paper, one 


| of the most popular brands in the Codo 


Line, reaches the market with two 
important changes. The name Keen-Rite 


now 


| now appears on the back of each sheet in 


a new design and the sheet contains im- 


| portant material improvements. Codo has 


| developed a control for applying a coat- 


ing on the reversible side to resist slip- 
feature secretaries will favor. 
The new sheet is %” longer to facilitate 
removal of after the original 
Each sheet has two cor- 
ners rounded off as an aid in handling. 
As with the leading brands of Codo, each 


carbons 


box of Keen-Rite contains the exclusive 


Carbon Gripper, a most useful accessory. 


TYPEWRITER PLATEN 
Shipman-Ward Mfg. Co., 325 N. Wells 
St., Chieago 10, Ill, announces the addi- 
tion of a new ingredient to the rubber 
used in compounding B. F. Goodrich 
platens, ‘or which the firm is exclusive 
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MANUFACTURERS OF 
THE WORLD'S FINEST 
CHECKWRITERS 


Backs up its dealers 


Other Safeguard office items: Ritchie Sound Absorb- 
ing Anchor Cushions and Dry Rubber Tool Type- 
writer Type Cleaners. 


Safeguard Corp. 


LANSDALE, PA. 
ee 


ONLY ReEx-7RoTARY HAS 


COMPLETELY AUTOMATIC 
PRE-MEASURED INKING 








It’s exclusive with th i 
e revolutiona 
Rex-Rotary D270... an ink a 
ridge is inserted, a dial set for the 
degree of inking, and the machine 
needs no further attention... all 
copies come out perfectly and uni- 
formly printed ...NO more under- 
or over-inked copies... re-inking 
= necessary ..0 bell announces 
en it’s time to insert 
cartridge. pi: 
is with printing press precision, on 
; a — or small cards, the 
eautiful steel grey Rex- 
Electric Multi-Color D270 does a tan jee in stage 
STENCIL ... better, cleaner and with more 
economy and flexibility than an 
DUPLICATOR other machine. , 
eet te EE 
Ren Bevery Diczformafan ces ha one estar 0270 dept wa H 
the nome of my nearest distributor : 


é £x- ROTAR Distr. Corp. 
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VALITY 


Ss aatee® EXECUTEVE 


desks are made 
for those who ap- 
preciate the ulti- 
mate in fine 
office furniture. 
Write us for 
name of your 
nearest dealer. 


BEAUTY 


UNSURPASSED 


FURMEPMRE. vac. 


P.O. Box 1048—Oklahoma City, Ok’a. 


etd BAUE, 
> 
STEEL SHELVING 


with new, rigid 
“Twin-Post" corners 


shelving that 


nd fine 





of sizes. 


See your office supply dealer 
or write us for specifications. 


EUBAUVER MFC. CO. 


2013 Central Ave. Minneapolis 18, Minn. 


IN A FEW MINUTES... 
PLASTIC BIND YOUR OWN PRE- 
SENTATIONS — PAMPHLETS — 
REPORTS RIGHT IN YOUR OWN 
OFFICE! 
: yy | for the same price 
of an ordinary 
4) stapling machine, you 
\ can have attractive 
colorful reports 
Pages will turn 
} freely with looseleaf 
} advantages. Use any 
size color cover stock 
AND IN A MATTER OF 
A FEW MINUTES produce 
a beautifully bound book 


THE MIGHTY 
MIDGET PUNCH 


only $9.90 


Complete with over 150 Tauber-Tubes In various 
colors and sizes, All F.O.B., N.Y. 
FREE! 2 WEEK TRIAL OFFER 
AT NO OBLIGATION 


ORDER TODAY! OR WRITE FOR 
ILLUSTRATED LITERATURE 


TAUBER PLASTICS, INC. 
202 HUDSON ST., NEW YORK 13, N. Y. 





the FORCE! 


action : 


numbering machine 


Contains 2 extra move- 
ments for triplicate and 
quadruplicate in addition 
to standord consecutive, 
duplicate and repeot 
movements. 5 actions in 
one machine fulfill normal 
office requirements. 
Foolproof mechanism. 


Deeply engraved charac- 
ters, lightweight aluminum 
frame, eosy-te-grip plastic 

handle. 6 figure wheel 
capacity, Gothic or 
Roman. Prefix letter 
wheels available. 

5 Year Guarantee. 


WM. 4. FORCE 


64 White Street) New York 13, NY 
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national distributor. Technically known holders come complete with perforated 
as  paraisopropoxydiphenylamine, the paper inserts and transparent cellulose 
patented substance has been trade- acetate faces ready for use. Sizes range 
named Paradin. It functions as a chemi- from %%” x 2” 144” x 5”, packed ten 
cal anti-oxidant in the platen compound, 
stretching the life of the platen by pre 
serving its resilience and retarding the 
normal hardening of the rubber. By slow 
ing down the aging of the platen rubber, 
Paradin will keep B. F. Goodrich platens 
alive and springy far beyond the point 
at which an average platen develops a 
hard, slippery surface responsible for em- 
bossing, paper slippage and other typing 


troubles. of a size to a package, 12 packages to a 


carton. Special lengths up to 6 ft. can 
SHELF LABEL HOLDER be made to order. Illustrated literature 
Aigner Index Co., 97 Reade St., New and prices from above address. 

York 13, N. Y., makes the Aico Label 
Holder for attachment to bins, shelves, CORRECTION 
cabinets, counters, showcases, ete. Label The list price of $169.50 for the 
holders can be permanently fixed in place Dashew Calculator does not include the 
with cement, tacks, staples or screws. excise tax, as it was incorreetly stated 
Made of neutral ivory cellulose acetate on page 151 of the February issue of 
butyrate plastic which is fireproof, THE OFFICE. 





Ver MANUFACTURERS OF 


TIME STAMPS 
CHECK CERTIFIERS 
SERVICE DATERS 
QUICK-SET MACHINES 
DATE & NUMBERING 


—% 

THE AJAX TIME STAMP CO., INC. with more 
than thirty years of experience in manufacturing 
time recording equipment, check certifiers, dating 
and numbering machines, guarantees you quality 
products with excellent dependable service. 


SEND FOR OUR COMPLETE CATALOG. 


AJAX TIME STAMP CO., INC. 


MANUFACTURERS 
368 BROADWAY 


e NEW YORK 13, N. Y. 
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4, NEWS 


ail 


of the Office 





SPAA Annual Conference 


The fifth annual international systems 
meeting of the Systems & Procedures 
Assn. of America will be held at the Ho- 
tel Roosevelt, New York, Oct. 


21-22 


Two Sample Census Surveys 


About one-eighth of the nearly 62 mil- 
lion civilians employed in the U. 8S. as 
of October, 1951, were in clerical work 
according to a sample Bureau 
One-sixth of the 62 million were 


Census 
survey. 
managers, officials and proprietors (ex- 
cept farm); 8.2% were professional and 
6.1% 


all substantial users of commer- 


technical workers and were sales 
workers: 
cial stationery and office equipment. 
\nother sample survey by the Bureau 
of the Census in January, 1951, indicates 
that the years that 


people stayed on the same job was 3.9 


median number of 


years for men and 2.2 years for women. 
Workers in the age group 55-64 years 
showed 8 years as compared with 3.2 
vears for those 35-44 years old. 


NOMA Registrants Increasing 

Famed speaker Walter M. Casey will 
sound the keynote of the 33rd Inter- 
national Conference of National Oftice 
Management Assn. in San Francisco, May 
18-22. Other speakers will include J. 
Houston Barnes, Standard Hosiery Mills, 
Inc.; Harold W. Stewart, California 
-acking Corp.; Dr. Theodore J. Barnowe, 
University of Washington. Advance 
registration points to an attendance of 
1,500 according to Emma Lee, national 
conferences and expositions chairman, 
and 22 of the 47 chapters already regis- 
tered are from east of the Mississippi; 
six from Canada. Attendance will ex- 
ceed earlier estimates which had errone- 
ously considered the travel necessary for 
eastern members to be excessive. Now it 
is expected attendance will near that of 
NOMA ’s record-breaking New York con- 
ference last year. Five leading San 
Francisco hotels will be occupied. Tech- 
nical sessions will be at the Fairmont Ho- 
tel with the office equipment exposition in 
the Civie Auditorium. 


Winifred T. Rabbitt, secretary to 
the post commander at Fort Slo- 
cum, N. Y., works amid office 
equipment which is labeled with 
its cost to the taxpayers. The 
labels read, "This Equipment Cost 
the Taxpayers . ... Take Care 
of It." 


Wide World Photo 








Why I gave the largest order to Bill 


His office impressed me, first time I saw it. The place had 
an air of quiet efficiency. He had figures we needed, right 
at his fingertips. Looking at his desk, I felt big things would 
get done because details were competently handled. 

It gave me a clear picture of the kind of man I wanted to 
do business with. That’s why I gave Bill the largest order. 

“Y and E” makes the office equipment that’s such an 
important part of this picture. 

Attractive, efficient ...‘*Y and E” helps you get things done 
—the way that gets the order. 

“Y and E” equipment is designed for success. 





If delivery on your order for" Y and E” equipment is delayed, you 
may be sure we're doing our best to overcome the problem as 
quickly as steel shortage permits. 





MARK OF SUCCESS 


YAWMANAn’? FRBE M me 


1020 JAY STREET » ROCHESTER 3, N.Y., U.S. A, 
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| For long, high quality runs . . . copies 
| that have print-like appearance, Rem- 
\ ington Rand plastic coated pRocEL 
* Stencils are supreme in the stencil dupli- 
} cating field. Even a light or uneven tvp- 
ine touch results in copies of uniform, 
shighly legible tone . 


.. copies that really 
... thanks to PROCEL’s sen- 


sitive plastic coat. 


“come alive” 


This sensitivity, when combined with 
MPROCEL’S unusual strength, gives you a 


stencil that is ideally suited to illustra- 


x 


Ed 


with Remington Rand PROCEL STENCILS! 





tion, stylus and pen work. Further, 
PROCEL'’S strength minimizes cut-outs 
and type clogging, too! Sturdy PROCEL 
Stencils give you much longer runs. . . 
do away with typing another stencil in 
the middle of the job. And proce. Sten- 
cils are so easy to read against the white 
cushion sheet designed to banish “sten- 
cil eyestrain.” 

For consistent high quality and long 
run economy, specify Remington Rand] 
PROCEL Stencils every time. 


Remington. Frand 


Remington Rand 


Room 2015, 315 Fourth Avenue, New York 10, N. Y. 


7 





[) Please send me your rree booklet DS 31B — Plastic pRocEL Stencils. 


a » —_ e ‘ 
(1) Please arrange a Free demonstration of PROCEI 


Plastic Coated 
Stencils in my office. No obligation, of course. 
Name 
Firm_ 


Address 
City___ 


a ee Le State 








Reeer El 





Biggest Suggestion Award? 


Martha Albin of the branch accounts 
department in the oftice of Pitney-Bowes, 
Inc., Stamford, Conn., won $922.36 for 
two suggestions. She received $802.44 
for suggesting that branch cash reports 
be audited once instead of twice a month. 

THE OFFICE would like to have 
readers send in the names of oftice 
workers who have received a larger sug 
gestion award for an oftice idea. 


Revised Office Tests 


A revised series of National Business 
Entrance Tests is available. This is series 
1420 Official Test Center Long Form for 
use in April, May and June; and, under 


certain conditions, throughout the year. 
Sponsored jointly by National Office 
Management Assn. and United Business 
idueation Assn., there are three dif 
ferent series for different testing situa- 
tions. A booklet, ‘‘Information about 
National Business Hntrance Tests,’’ ean 
be had from the sponsors at 132 W. Chel 
ten Ave., Philadelphia 44, Pa. 


Chicago Filing Winners 


Records Management Assn, of Chicago 
has presented two pupils of Jones Com 
mercial High School with scholarships. 
Winners were Valerie Lay and Darlene 
Lorenz who wrote the best 1000-word 
essays on ‘‘Why I Am Interested in a 
Filing Career.’ 





National Conference & Exhibit Calendar 


National Office Furniture Assn., Haddon 
Hall, Atlantie City, April 23-25. 

National Office Management Assn., Fair- 
mont Hotel, San Francisco, May 18-22. 

Insurance Accounting & Statistical Assn., 
Netherlands-Plaza Hotel, Cincinnati, 
May 19-21. 

National Assn. of Credit Men, Houston, 
May 11-15. 

New York Stationery Show, New Yorker 
Hotel, May 18-23. 

National Assn. of Purchasing Agents, 
Atlantic City, May 25-28, 

National Retail Drygoods Assn., Control- 
lers’ Congress, Roosevelt Hotel, New 
York, May 26-29. 

Life Office Management Assn., Spring, 
Broadmoor Hotel, Colorado Springs, 
Mav 26-27; Annual, Chalfonte-Haddon 
Hall, Atlantie Citv, Sept. 22-24. 

Assn. of American Railroads, Accounting 
Div., Book-Cadillac Hotel, Detroit, 
June 10-13, 

National Assn. of Cost Accountants, 
Waldorf-Astoria Hotel, New York, 
June 15-18, 

National Machine Accountants Assn., 
Curtis Hotel, Minneapolis, June 19-21, 
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National Office Machine Dealers Assn., 
Baker Hotel, Dallas, June 16-18. 

National Secretaries Assn., Washington, 
D. C., July 23-25. 

National Stationery & Office Equipment 
Assn., Conrad Hilton Hotel, Chicago, 
Oct. 4-9. 

Controllers Institute, Book Cadillac & 
Statler Hotels, Detroit, Oct. 5-8. 

American Institute of Accountants, 
Shamrock Hotel, Houston, Oct. 6-9. 

Institute of Internal Auditors, Chase 
Hotel, St. Louis, Oct. 19-21. 

National Institute of Governmental Pur- 
chasing, Edgewater Beach Hotel, Chi 
eago, Oct. 19-22. 

Systems & Procedures Assn. of America, 
Roosevelt Hotel, New York, Oct. 20- 


oe 


-- 


National Business Show, Grand Central 
Palace, New York, Oct. 20-25. 

National Assn. of Bank Auditors & Con- 
trollers, Schroeder Hotel, Milwaukee, 
Oct. 27-30. 

American Society for Personnel Adminis- 
tration, Pfister Hotel, Milwaukee, Nov. 
20-21. 

National Business Teachers Assn., Con- 
gress Hotel, Chicago, Dec, 28-30, 





Hat Work Tickets 


(Continued from page 55) 


color. 

A Visirecord file containing dividers 
for each style of hat holds behind each 
one of these dividers the required trans- 
parencies for each color in a given style. 
These transparencies are films which re- 
produce the image of the manfacturing 
instructions for one color of each style. 
The instructions are for production con- 
trol, inventory control, selecting of stock, 
production of leather band, linings, 
decorations and body. They also con- 
tain the image for the reproduction of 
the piecework tickets for both band and 
body manufacture. Spaces for the sizes 
required on both the band and body 
manufacturing instructions are on body 
and leather stub. Style transparencies 








Photographer Margaret Bourke White using a 
Gray Audograph for in-flight dictation on 
Pan American World Airways’ President Spe- 
cial flight between New York and Paris. Since 
vibration and friction do not affect its opera- 
tion, the Gray Audograph is used by many 

- FULL KEYBOARD CALCULATOR airlines for in-flight dictation, test-flight per- 
— formance reporting, aerial survey recording; 
APPLY FABBRICA ADDIZIONATRICE ITALIANA < « and recording of control tower communica- 
tions and telephoned reservation orders. The 


VIALE UMBRIA 36- MILAN( . . . ee 
latter use is an aid in sales training. 
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for the best in 
ZIP-A-PART 
carbon 
interleaved 
forms 











THIS IS BOSTON KS 


. Dial Selector for 7 sizes of pencils. 


ask for free 
samples and 
information 


. Boston twin-milling 30 cutting edges. 

. All metal, nickel-plated or transpar- 
ent receptacle. 

. Mounts on desk top or wall. 


You can’t buy better than a Boston! 
Backed by a full year’s Guarantee 


C. HOWARD HUNT PEN CO. 
CAMDEN 1, N. J. Also manufacturers of 
Speedball Pens and Products.. Hunt Pens 


BATTYE-FRANKLIN CORP. 
Franklin Building 
720 South Dearborn 
Chicago 5, Hlinois 





PS SSSHSSSSSSSSSSSSSSSSSSSSSSSSSSSSSSSESSS, 
Lawes ee ee ee eee eee ese es eeeseeneeeeaesaaed 











ACTIVE OFFICE MACHINES 
__ ARE SAFER — with —— 


THE 
OFFICE 
MACHINE 
STAND 
You 
CAN'T 
TIP 
OVER! 











wi 





Tusco Stands provide a combination of strength, 
stability, operator comfort and beauty avail- 
able in no other office machine stand. Equipped 
with an adjustable ball foot the TUSCO Stand 
provides solid support for the heaviest, most 
active machines on the most uneven floors. 


TUBULAR SPECIALTY MFG. CO. 


1940 Stanley Ave 
ESTABLISHED 1921 


Detroit 8, Mich 
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VUE-FAX CORPORATION 

90 Gold St., New York 38, N.Y. 
Please explain how | can 

simplify “a systematize my 

record keeping with VUE-FAX. 

NAME 

FIRM 

ADDRESS 














A es sete tp on 


| 
| 





PARAISOPROPOKYDWPHEN Tg 
A 
Ge 
Keeps em 
Bouncing 
Longer ! 


Just call it 








. the built-in bounce- 
stretcher that makes 
B. F. Goodrich Platens 
more than ever your best 
bet for better typing! 


* 





PARADIN is the 
dant developed 


new chemical anti-oxi- 
by the world-famous 
B. F. Goodrich research laboratories. 
Its purpose? . . . To keep the rubber in 
B. F. GOODRICH PLATENS alive (and 
maintain all the spring and resilience 
so essential to efficient typewriter per- 
formance and perfect typing results) 
LONGER THAN EVER! 


Next time you need a platen 
replacement, ask your dealer for 


B.F Coodrich Platens 


compounded with paradin! 


No other platen has it! 
*Patent #2274602 


Nationally distributed by 


SHIPMAN-WARD MFG. CO. 


325 N. WELLS @ CHICAGO 10, ILL. 





= 








are used together with quantity trans- 
parencies which contain the image for 
the various quantities required. For in- 
stance, the quantity transparency tor a 
half-dozen is laid out in such a manner 
that 6/12 will appear on every portion 
of the job order ticket which ultimately 
becomes a separate unit, including all 
the piecework tickets. It is thus pos- 
sible to make up a combination of any 
stvle in any color and in any quantity, 
and in addition combine these two trans- 
parencies with the original order. Only 
the name and address, form order num- 
ber impressions, die number and code 
number of the original order are ex- 
posed. In the actual operation the pro- 
duction order clerk the proper 
jtransparency for style and color, plus 
ithe quantity transparency, and uses the 
folded order form together with a sheet 
of perforated copy paper, feeding all 
four pieces (original order, copy paper 
and two transparencies) into the ex- 
posure feed to the machine. After ex- 
posing, the transparencies are re-filed in 
the Visirecord file and the next trans- 
pareney required is selected from this 
file. During this selecting operation, the 
copy is being automatically fixed and 
the resulting printed work ticket stacked 
on top of the machine. The production 
order copy paper is perforated to per- 
mit its separation and fglding for the 


seleets 


att yo 
< {|e earl 
her™ 


3 


“Look, fellas, you're not back in the office 
now.” 
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required production operations. 

In addition to preparing the produe- 
tion tickets and order acknowledgment, 
it Is necessary to copy the entire order 
form tor a duplicate which is used io 
record completion of orders in the ship- 
ping and billing department at the fac- 
tory warehouse. The address section 
is also copied on a 4” x 6” ecard for an 
alphabetic reference file main- 
tained at the factory, as all orders are 
kept in a terminal digit file by ihe last 
two digits of the order number. The 
papers reproduced from the original or- 
der are forwarded to the production or- 
der checking clerk, who checks the color, 
stvle and quantity transparencies with 
the order. This clerk also folds the pro- 
duction orders on two vertical 
and writes the sizes required as stated 
on the original order form. These sizes 
then appear on the hat band and body 
instructions. <A variation from the cus- 
tomary writing method had to be 
adopted and sizes are now written verti- 
cally instead of in the customary hori- 
zontal manner. While this may be un- 
usual, it has not increased writing time 
and has not produced any difficulty in 
the factory operation. In addition to 
entering the suffix is added to 
each of the four reproductions of ihe 
order number to designate the item-line 
number as, for instance, order number 
1215 may contain two different styles in 
three different colors, therefore six pro- 
duction orders which are suffixed 1215-1 
1215-2, 1215-3, ete. 

Order acknowledgments, which fit in- 
to window envelopes, are approximately 
the size of a check and are immediately 
released for mailing, Production order 
tickets are accumulated for a daily ex- 
press shipment to the plant where they 
are received within 24 hours after the 
orders originally arrived at company 
headquarters in Philadelphia. Actually, 


CTOSS 


CTeases 


sizes, a 


the shipping delay is no greater than in | 
any office procedure in a manufacturing | 


concern. ‘Transportation takes place 
overnight and the expressed production 
order tickets are received before the 
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WHEN YOU BUY OFFICE FURNITURE 
Specify Desks by Mausguereiaal 


ASK YOUR DEALER 


Imperial 
DESK CO. 
Evansville, Indiana 








AUTOCOPY 
Cleansing Cream 


Hectograph, mimeo and dupli- 
cator ink stains removed in 30 
seconds! Pleasant, effec- 
tive! Kind to hands; won't 
injure nail polish. Avail- 
able in 6 oz. tubes, '/2 Ib. 
ars, | Ib. cans or jars. 
Ress write for com- 
plete catalog! 


AUTOCOPY, INCORPORATED 


466 West Superior, Chicago 10, Illinois 
18 West 18 Street, New York 11, N.Y. 











' . 
"K-LINE" Self-Locking Posts 
POLISHED ALUMINUM 
EFFICIENT, 
NON-CORROSIVE 
POSTS FOR 
PERMANENTLY 
BINDING RECORDS 
IN STORAGE 
BINDERS. VARIOUS 
LENGTHS AVAIL- 
ABLE FOR //,", 
5/16” & %” HOLES 
EXPANSION UP TO 
7'/4y INCHES 
Prices with full details on request. 


W. R. KLINE CO. 


440—73rd Street Brooklyn 9, N. ¥-. 


ead 


AAAAY 7% 


eee 


[Jnsterry beara “7 
801 SO. 20TH STREET - BIRMINGHAM. 5. ALABAMA 


Large t f n f 














CARBON 
PAPERS 


TYPEWRITER @ BILLING 
FAN-FOLD e@ PENCIL 
CARBON JACKETS e@ REGISTER ROLLS 


INKED RIBBONS 


TYPEWRITER @ TABULATING 
ADDRESSOGRAPH e@ TIME STAMP 
BOOKKEEPING MACH. e ADDING MACH. 


HECTOGRAPH SUPPLIES 


CARBONS e MASTER UNITS 
RIBBONS e@ DUPLICATING FLUID 
HAND-CLEAN CREAM e@ CORRECTION PENCILS 


CODO CARBON GRIPPER BACKING SHEET 
A patented Codo feature included in each Box of “Super- 
Treated” — “Super-Kote” — “Keen-Rite” not for sole 


Factory: Coreopolis, Pa. m. 


564 W. Monroe St 401 Wood St 270 Lafayette St 
Chicago 6, tft Pittsburgh 22, Pa New York 12, N ¥ 


plant opens. 

The first step at the factory is sereen- 
ing the qualities and colors for available 
raw material. Production tickets for 
which material is available, with delivery 
dates applicable to current scheduling, 
are released to the production sched- 
uling clerk who selects from the order a 
sufficient quantity for one day’s produe- 
tion, considering production facilities 
and combining certain styles and colors 
for an economical production schedule. 
This preliminary scheduling is approxi- 
mately one week ahead of actual pro- 
duction. At this point the production 
control stub and inventory control stub 
are detached for the order control clerk 
who posts the production data on the 
customer’s original order. Inventory con- 
trol stubs are accumulated and sorted 
weekly by quality and color, and the to- 
tals posted to their respective hat body, 
band, lining, and leather inventory 
cards. The leather and band production 
stub is released about three days prior 
to the actual hat body production for 
imprinting the leather with eustomer’s 
name, cutting leathers to hat sizes and 
the preparatory work on the hat bands. 
This stub also has the order number so 
that it can be matched later with the 
bodies manufactured under the same or- 
der number. This stub has nine piece- 
work coupons. 

After completion of the manufactur- 
ing processes on the hat body and final 
trimming, hats are ready for packing ac- 
cording to instructions on the order. The 
center part of the order ticket becomes 
a label to identify the box containing 
the manufactured hats, and shows cus- 
tomer’s name and address, order num- 
ber, code number, style, quality, color 
and sizes. The small stub left, not 
needed for the address label, is for- 
warded to the order control clerk, where 
it becomes the completion notice for the 
specific item on the order. This coupon 
also carries the order number. 

Completed orders are checked in the 
shipping department against the ecus- 
tomer’s duplicated order forms. The 
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Built for Acti 

H A R T @ Speedy & Automatic 

@ Hairline Registration 
@ Full Ream Paper Capacity 

° _ @ Deluxe Feed Assembly 
“ @ Built-in Accurate Counter 
a es Filling-in Forms 

— and Records 
MIMEOGRAPH ~S 


HM 249 Electric 


ae |) eae 


(Subject to OPS 
Approval) 


HARI 


mimeographs 


@ Economical hand operated models 
Line Up with ( @ Efficient electric models 
HART'S @ Convenient spirit duplicators 


Complete Line! @ Top quality accessories and 
‘ supplies HART MANUFACTURING CO 


ST. PAUL 4, MINN 


and supplies 


ALL PRECISION-BUILT—BEAUTIFULLY DESIGNED—PROFITABLE! 

















SAVE 
Jjiume 
Labor \ aa om ee 
WITH 

















Evans GATHERING RACKS 


Yes—one unskilled worker actually collates 3,500 ; Ts 





ing steadily without fatigue! 


GUARANTEE: 


Evans GATHERING f Re PERE) th worker standina or sitfina. as oreferred. Use 
RACKS are guaranteed POPS. CONOHEE: MU WOrnel Srerarng: © Gs. OS. OPEN ’ 

to produce quicker and racks singly or two or more together for large gatherings. Of all 
better results than any aluminum. racks collapse for setting aside. 

other collating aid on 
the market. Pictured: Two 6-Section DU Racks at $14.00 each. 7 other Mode': 


from $11.00 to $25.00. 
See Your Dealer or Write: Evans Specialty Co., Inc., 403 N. Munford St., Richmond 20, Va. 


Each section holds 500 sheets of any size paper at inclined angle, for 
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CLAR‘O:TYPE 


CLEANS TYPE 


7 
eor® f 


Bosses and typists AFTER 


60¢ at all stationers 
and typewriter dealers 


alike endorse the 
deft, businesslike 
type-cleansing magic 
of CLAR-O-TYPE . . . so 
fast, so economical! 
Sturdy dauber elim- 
inates spattering and 
drudgery! Try it! 











BEFORE YOU BUY 


COPY HOLDERS... 


SEE THE 


Presyo-line 


READING EQUIPMENT 


ASSURES MAXIMUM 
Economy 
Efficiency 
Speed 


PHONE YOUR LOCAL PRES-TO-LINE DISTRIBUTOR 
fr free demonstration 


PRES-TO-LINE CORP. OF AMERICA 


2339 COTNER AVE. * LOS ANGELES 64, CALIF. 
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sell the best in protection 


sell SC HWAB SAFES 


a complete line of Underwriters’ 
label Class A, B, C, FIREPROOF 
SAFES * VAULT DOORS * mercan- 
tile Class E round-door burglar- 
proof CHESTS. 


WRITE FOR INFORMATION 


_ the SCHWAB SAFE COMPANY 


LAFAVETTE ©= INDIANA 





The PARALINER is a new device for rul- 
ing forms. It has a micrometer-like setting 
knob by which the distance between lines 
is measured. When once set the straight 
edge moves forward the exact measured 
distance step by step, with a slight pres- 
sure of the thumb and forefinger. The oper- 
ation is very simple and anyone can pro- 
duce forms the equal of a skilled draftsman. 


Send for full particulars 


THE PARALINER COMPANY, INC. 
226 Colorado Bidg., Washington 5, D. C. 
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last completed item on a customer's or- 
der is the signal for the shipping de- 
partment to release the duplicate copy 
of the order to the billing department 
tor pre-billing the shipment, indicating 
on this duplicate order form the method 
and date of shipping. The actual bill- 
ing operation produces the customary 
number of invoice copies together with 
either freight bills of lading or express 
label, waybill and receipts. The cus- 
tomer’s code number on the original pro- 
duction ticket, which is attached to each 
carton, identifies the stencil number for 
address stenciling the shipping cartons. 
This method of pre-billing eliminates a 
double handling of cartons, previously 
required, and simplifies operations in the 
shipping department. 

This procedure of order production 
control and billing from the salesman’s 
original order is still rather new. It is 


therefore not possible to evaluate the 
extent of savings accomplished by this 
procedure at this moment. 


However, 


results have been so gratifying that 
preparations have been made to swing 
the entire order production control to a 
Copyflex machine. The actual savings 
will be in the elimination of handwritten 
details pertaining to the customer's 
name, address, order number, ete., on 
each one of the production tickets; 
eliminating also the writing of the pro- 
duction order number on the order and 
repetitive writing of color in three dit- 
ferent areas. The order acknowledg- 
ment typing is eliminated as is posting 
the alphabetic order control at the fac- 
tory. While it is not this writer’s habit 
to enumerate the number of hours or 
employees which can be saved through 
a method improvement, it can definitely 
be said that they are considerable. There 
have been not only savings of time, but 
also improvements in speeding up the 
operation and eliminating errors. ‘To 
quote the management of Champ Hats, 
Ine., “This is the most nearly automatic 
office procedure we have even seen.” 








f the Industry 





At its 
membership 


general 
meet- 
ing in Washington, 
D. C., Feb. 7-9, 
Wood Office Furni- 
ture Institute elect- 
ed as president W. 
T. Powell, general 
manager, Myrtle 
Desk Co., High 
Point, N. CC. Mr. 
Powell is recog- 
in the industry and 


W. T. Powell 


nized as a leader 
his company has added many new selling 
features to its line and greatly expanded 
direction. 
Sterling Lord, vice president and secre- 
reelected 
president and he will continue as chair 


its plant facilities under his 


tary, Leopold Co., was vice 
man of the advertising-promotional com- 
mittee. Raphael Blessinger, assistant man- 
ager 
Co., was elected treasurer. Serving with 
the above on the committee 
will be: A. F. Kreig, general manager, 
Jasper Seating Co.; J. K. Boling, vice 
president, High Point Bending & Chair 
and R. E. Sturm, treasurer, Jasper 


Furniture Co. 


and director of sales, Jasper Desk 


executive 


Co.: 


Office 


N. Y. Stationery Show 


The 6th annual New York Stationery 
Show will be held at the Hotel New 
Yorker, May 18-23. Over 38000 buyers 
are expected to visit the show which will 
from 1 to 
10 a.m. to 9 p.m. on Wednesday; 10 a.m. 
to 6 p.m. on Monday, 


be open 9 p.m. on Sunday; 
Tuesday and 
Thursday; 10 a.m. to 1 p.m. on Friday. 
The dinner dance will be held Thursday 
evening, 
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‘Invest in America 


Announcement was made by Rudolph 
Lang, executive secretary, Office Execu- 
tives Assn. of New York and managing 
director of the National Business Show, 
that the 1952 National Show 
Oct. 20-25 will this vear have every ma- 
jor industry share in showing America 


Business 


the cause of its greatness. The exposi- 
tion will fill all four of New 
York’s Grand Central Palace with visual 
showing how America 
thrives under capitalism. OKANY issued 
the following statement: ‘‘The job of 
selling the American way is up to man- 
No one industry or group can 
accomplish the whole job. The oftice ma- 
chine and equipment industry as the in- 
dustry behind the operations of all in- 
dustries, has undertaken the responsi- 
bility of keynoting this campaign. The 
American system of free enterprise has 
to be sold completely to all Americans. 
Every industry should welcome the oppor- 
tunity to take part in this effort.’’ 

Detroit, Los Angeles and Philadelphia 
have had Invest in America weeks to 
present to the community the role that 
capitalism has played in making America 
great and demonstrate how each in- 
dividual shareowner and worker helps to 
make this the most powerful industrial 
nation in the world. Invest in America 
will be the theme of the 1952 National 
Business Show. 


floors 


demonstrations 


ave > 
agement. 


Smith-Corona in Canada 


A. O. Dawson was appointed presi- 
dent of L. C. Smith & Corona Typewrit- 
Canada Ltd. He has been with 
18 years being vice 
manager since 


ers of 
Smith-Corona for 
president and general 
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The Safety Vault Alone... 


is worth the entire cost of these cabinets. 


The "JUNIOR" File No. 197Y 


Small enough to fit any nook, large enough to 
keep letters, bills and personal papers orderly. 
A steel safety vault for your valuables (only 
YOU know the combination). Two ball-bear- 
ing letter files. 37/2" high, 15/4" wide, 17!/2" 


deep. Green or Cole gray. 
— 


With aye -type lock for both drawers 
97YPL ..$60 N00 


The "SALESMAN'S” File No. 960Y 


A drawer for prospects’ and customers’ names. 
Holds 3200 3 x 5 or 4 x 6 cards or cancelled 
checks. Two ball-bearing letter files for letters 
and quotations. A steel safety vault for your 
cigars, bottles or other valuables, protected 
by a combination dial lock. 43" high, 15'/," 
wide, 17'/2" deep. Green or Cole gray. 


56 


With plunger-type lock which ae locks 
all drawers No. 960YPL . $65.00 


PRICES SLIGHTLY HIGHER IN TEXAS, COLORADO AND WEST OF THE ROCKIES 





oo] 3 








STEEL EQUIPMENT COMPANY 
285 Madigon Avenue, 


New York 17, N.Y 





The only printing calculator having a separate 
multiplication keyboard . . . with unique automatic 
short-cut multiplication. The printed tape is permanent 
evidence of all calculations, including credit 


balance. Total capacity 999,999,999.99. 


4 = fully automatic 
0 b FE ¥ e t t i Printing Calculator 


Olivetti Corporation of America, 580 Fifth Avenue, New York 36. 
Over 300 sales and service points throughout the United States, 








1938. An exceilent sales and service or- 
ganization is maintained in all principal 
cities with a factory branch in Toronto. 


St. Louis Is NOMDA Winner 


St. Louis Office Machine Dealers Assn. 
won the Liston Jackson Award for the 
greatest percentage membership increase 
in a contest of the National Office Ma 
chine Dealers Assn, with a 100% increase 
in membership. Indiana-Kentucky was 
second and Miami Valley, third. Wu. 


Joseph A. Biel, Tulsa 
agent for Standard 
Duplicating Ma- 
chines Corp., once 
a year sets up an 
exhibit in the Na- 
tional Bank of Tulsa 
for one week. Mr. 
Biel says this is the 
best type of exhibit- 
ing he has ever 
done. 
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New York window 
display of Interna- 
tional Business Ma- 
chines Corp. show- 
ing electric type- 
writers, colored to 
match spring flow- 
ers, wearing ‘‘but- 
terfly" wings in a 
garden setting. 


AA. Johnston of Knoxville, Tenn., won 
the individual award. Texas brought in 
the highest number of new members, 20. 
Trophies will be presented at the annual 
convention at Dallas in June. Another 
membership campaign has been started 
and will end May 31. 


Accounting Sales Manager 


kX. H. Gibson has been appointed sales 
manager of the Accounting Equipment 
Division of MeBee Co. aecording to H. 





BBB ROSIN FS OECTA So REP 











MAKE 
BAN © 


Christmas 


(, Davis, executive vice president. Mr. 
Gibson had been vice president and sales 
McBee Co., Ltd., 
and under his direction the accounting 
organized. <A 
in Toronto, is capable 


manager of Toronto, 


equipment division was 


new plant, built 
of producing all McBee printed products. 
Mr. Gibson expanded the Canadian sales 
include offices in 


organization to most 


principal Canadian cities. Mr. Gibson is 


Sherwood Typewrit- 
er Exchange, Twin 
Falls, Idaho, won 
first prize in the an- 
nual Christmas win- 
dow display contest 
of National Office 
Machine Dealers 
Assn. with a 4th of 
July theme. The uni- 
que idea was pre- 
sented at a_ total 
cost of $15. 


D, ‘ “a 
Give a. 


ROYAL PORT 
~ TYPEWRITER 


Niendorff who, at his 
own request, is returning to the field and 


replacing A. F. 


assuming charge of the Boston region. 


Old Town N. Y. C. Office 

In keeping with its policy of constantly 
striving to improve service to its cus- 
tomers, Old 
New York 


Ave. where 


Town Corp. has opened a 
ottice at 345 Madison 


a complete equipment and 


sales 


““Paper Punches Every Office Needs!’’ 


CLIX 


3-HOLE PAPER PUNCH 


Simplest, surest paper punch made. Punches 
all 3 holes for 3-ring binder sheets at a single 
squeeze. No adjustments to make, no gauges 
to set, no places to mark. Insert sheets and 
squeeze! Weighs less than 16 ounces; fits 
brief case or desk drawer. $3.75 list. 


MODEL 3..Punches 3 holes 
\%{" dia., spaced 44%" on cen- 
ters, 4%" from back binding 
edge — standard spacing 
11° x 844° sheets. 





Order from your Stationer or Office Supply Dealer 
NEW ENGLAND PAPER PUNCH CO., NATICK, MASSACHUSETTS 





CLix 


1-HOLE 
PAPER 
PUNCH 


Personal paper 

punch for indi- 

viduals, home, 

office and industry. Light pressure of thumb 

punches clean 4” hole instantly in paper, light 

cardboard, etc. Ideal for punching tickets, tags, 
restaurant checks. 24 in counter 
display carton. 50 cent list. 


MODEL 100... Punches \%" 
hole, 4%" from binding edge. 


J 
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systems display is ideally located for 
prompt service to all five city boroughs, 
Westchester, Suffolk coun 
ties. The move is part of an expansion 
program to render complete coverage in 
this territory which has been handled by 
Old Town for the past 36 years. 


Nassau and 


*Eastern Echoes” Wins Award 


At a meeting of the Massachusetts In- 
dustrial Editors Assn., ‘‘Eastern 
Echoes,’’ published by Eastern 
Bangor, Me., was presented a top award 
for editorial One of 19 
house organs so honored at the editors’ 
annual awards dinner, ‘‘ Echoes’’ under- 
went an editorial revitalization and for- 
mat face-lifting job about one vear ago. 
Attractively printed in two colors, this 
publication prints news of high general 
interest to Eastern’s distributors’ 
personnel and 


Corp., 


excellence. 


sales 


Eastern employees. 


K. W. Henderson, advertising manager, East- 
ern Corp., last month announced that East- 
ern's new advertising campaign would fea- 
ture the All-Time All Stars in the ten most 
popular sports, chosen by Grantland Rice, 
because analysis has proved that the best 
prospects for the company's products are 
men 


THe Orrice—April, 1952 


PROBLEMS 


3 PHONE ‘soives° — 


1. Safeguarding privacy. 
2. Quieting the office. 
3. Better hearing—noisy places. 


HUSH-A-PHONE 
Mode] for all types 
of phones and dic- 
tating machines. 
Write for Literature 
HUSH-A-PHONE 
65 Madison Ave. 


Room 710 
New York 16 














For Carbon Paper, Business Forms 
And All Your Commercial Printing 


QUICK SERVICE 

Cerbon Paper, waxed back, smearless, non-curl 
94c per 100 sheets in envelopes, 

10c extra for boxes 
Minimum order 10,000 sheets, f.o.b. New York. 
No samples sent but sample box of 105 sheets avail- 
able at $1.35. If not satisfied after using 5 sheeis, 
return remainder and money will be refunded. 

600 sheets @ $1.20 C. 1200 sheets @ $1.10 C. 


5000 sheets @ $1.05 C. 10000 sheets @ 94c C. 
LITHO CARBON PRINTING CO. 


Carbon Paper Manufacturers and Printers 
230 Third St., Brooklyn 15, N. Y. 
Telephone: ULster 2-4306 


“SLIP-ON” LABEL HOLDER 


MAKES EVERY RING BOOK 
A LABEL HOLDER BINDER 


$O-! For I"' Ring Books, 25c ea. 
SO-2 For 2'' Ring Books, 35c ea. 
$O-I'/2 For 1'/."" Ring Books, 30c ea. 
OFFICE PRODUCTS, INC. 
9925 Freeland, Detroit 27, Mich. 
On Stationery Counters Everywhere 


Are You Still Typing the Hard Way ? 
(om 


Users of the New Copy RIGHT 
produce more and 
better typing : 
comfortably. Pays 
for itself quickly. 

Ask your dealer 
to demonstrate the 
Copy RIGHT Copy- 
holder or write us 
for details. 
COPY RIGHT MFG. CORPORATION 


53 Park Place (Dept. 1) New York 7, N.Y 
Canadian Agent: UNDERWOOD Ltd. Toronto 











*% ADJUSTO-SWING fits most desks, 
metal. Easily attached. 


% Adjustable to proper height. 
% Converts flat top to Steno desks. 
% Insures your machines against tipping over. 


Adjusto-Swing Office Machine Stands Co. 
509 Shelby St. Detroit 26, Mich. 


wood or 


LETTER 
& LEGAL 
SIZES 


VANGUARD =] 
STEEL STORAGE FILES ““=me 


“Double” as active files. Stack without sag 


or bulge. Easy roller operation. Oven- 
baked gray or green—brass finish trim. 
Prompt shipment. 

CONTACT YOUR DEALER TODAY 


Lupcaing fang Cosa 


JACKSON BOULEVARD « 





| 
| 
| 


BOTTOM LINE CARD HOLDER 


ontrolled Front Feed Stop 
Gives Precision Alignment 


FOR FAST, ACCURATE TYPING 
OF BOTTOM LINE INDEX 
QN ALL VISIBLE CARDS 


10 Card Sizes — $1.85 to $2.30 
Ask Your Visible Systems Supplier 
FG. CO. 


or write to PALSON M 
280 Main St., Worcester 8, Mess. 


PAPER MASTER PLATES 
for OFFSET DUPLICATING 


. The modern easy way to prepare perfect 
master plates for every type of offset dupli- 
cator. 





ae atee ed Sat er 
“TYPE IT just like a letter. 
ERASE and CORRECT with ease. 
WRITE and DRAW on it. 


-  REPLIMAT 


PAPER MASTER OFFSET PLATES — 





TO 
PRECUUDEECEUEEE COEUR EOLEEE ELLE 


Available in cut sheets, continuous forms, 
snap-out sets, teletype rolls or for any office 
systems machine. 

PRODUCTS 


R E P L | Cc & CORPORATION 


Manufacturers of Offset Duplicating Supplies 
154 NASSAU STREET, NEW YORK 38, N. Y. 
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Remington Rand Abroad 

C. W. Reifel, general sales manager of 
the International Division of Reming- 
ton Rand Inc., announced appointment 
of V. J. Seward as sales manager for 
the combined typewriters, adding and 
calculating machines department, and 
W. E. Rohman as sales manager of the 
accounting machines department. Rem 
ington Rand Ine. has 361 branch oftices 
with sales organizations on five econti- 
nents; 15,090 exelusive distributors and 
dealers on six continents, 32 plants 
throughout the world. 


MASA Convention 


Annual convention of the Mail Ad- 
vertising Serviee Assn. International has 
been announced by S. M. Feldenheimer, 
president. The convention will be held 
in the Shoreham Hotel, Washington, D. 
C., Oct. 4-7. 


New Itkin Showrooms 


Itkin Bros. last month opened their 
new showrooms at 290 Madison Ave., 
New York, and Ben Itkin, president of 


A leading chain store organization reports 
saving one-third in time and labor costs by 
using the Peirce magnetic dictation system for 
making retail stock inventories. In addition 
to saving money, this method raised the rate 
of accuracy in counting stock to a high degree. 


Tue Orrice—April, 1952 








Opicina-QC)onner 


HANDY CALCULATORS 


“The machine to count on” 


The following example shows 
simplicity and speed of opera- 
tion. 


ONLY ONE SETTING NECESSARY 


Simply set levers at “68” and 
calculate the answer in 25 sec- 
onds without setting any other 


figures. 


68 units @ $1.75 
15% discount 


$119.00 


101.15 
Less 242% for cash ... 2.53 


$ 98.62 


Compare the advantages of this 
sturdy, low-cost, portable and 
efficient calculator with any ma- 
chines in the field. Why pay 


more? 


Write for Bulletin QO-43 


IVAN SORVALL, PRES, 


210 FIFTH AVE., NEW YORK 10, N. Y. 


SOLE DISTRIBUTORS FOR U.S.A 








i 
| 
: 
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Keeps My Hands 
and Copies Clean! 


Users report it’s a joy to use 
NEV-R-KURL carbon paper 
—the universal carbon. 
They’re sold on its advantages. 
The plastic backing prevents 
slipping in manual or electric 
machines. NEV-R-KURL won’t 
tree, curl, smudge or wrinkle, 
and it produces up to 50% 
more permanently-sharp, clear, 
legible copies. 


Dealers who stock 
NEV-R-KURL know its sales 
advantages over other carbons 
mean more repeat orders. Office 
managers like to learn saving 
methods. Recommending 
NEV-R-KURL carbon paper 
can give you the inside track 
to other business. Write today 
to find out how NEV-R-KURL 
can help you. 





the firm, announced that a study showed 
| that more compact furniture is increas 
| ing space productivity approximately 
20% to 30%. This is especially impor- 
tant in the crowded metropolitan area 
where office space is expensive. 


| Hall’s Safe Co. Resumes 
| 


Re-organization of Hall’s Safe Co. with 
a complete new line revives one of the 
oldest names in the safe business. Hali’s 
Safe Co. is a direct suecessor of Hall’s 
Safe Co. of Cincinnati. General offices 
have been moved to Canton, Ohio. 
Resident ofticers are Stanley L. Berkebile, 
vice president in charge of sales and 
Glen F. Rittenburg, vice president and 
treasurer, 


Cash-O-Matic Manager 


Creation of a Cash-O-Matie division by 
Mosler Safe Co. and appointment of 
Edith E. Elliott as manager were an- 
nounced by Edwin H. Mosler Sr., presi- 
dent of the 104-year-old company. Miss 
Elliott resigned as assistant controller 
and general office manager of Gimbels, 
New York. One of the nation’s leading 
authorities on department store cash con- 
trol methods, Miss Elliott had been with 
Gimbels since 1942 and prior to that she 
was a department manager in the con- 
troller’s division of Bloomingdales, New 


York. 


Unbreakable spring Jaws 

clampthem firmly to cards but 
permit removal or rearrangement. 

Large openings covered by trans- 
perent pyroxylin, white, blue, green, yellow, pink, or red. 
insertable labels in perforated strips for typing. 
2 Sizes, 1” wide and 2”, Tops straight or bent back. 
Sold by leading stationers, U. S. and foreign, or sent 
ppd. to responsible firms on 30 days’ trial. Price list free. 
Samples (5 or less) 2 cents each. 
12,500 used by Hobart Bros. Co., Troy, Ohio 





CHAS. C. SMITH, Mfr., Box 737, EXETER, NEB. 
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Exporters and Commerce Dept. 
The 


Assn, meeting 


American Office Supply Exporters 

gy Feb. 20 featured Milton 
Blecher, U. 8S. Dept. of Commerce, 
guest. He outlined the department’s 
aims in stimulating export business for 
American manufactures all over the 
world and its services available for their 
use. His participation in a question and 
answer period dealt mostly with prob- 
of material procurement, export 
licenses, foreign restrictions and the 
channels through which to appeal vari- 
unfavorable decisions. 


as 


lems 


ous 


Gavrin Philadelphia Office 


Oliver Walker, 
Business 
appointed 

manager at 


formerly with Inter- 
Machines Corp., 
Philadelphia 
1700 Walnut 


has 
regional 
St., for 


national 
been 
sales 


FOX 


Arthur J. Gavrin Press, Inc., and Gavrin 
Tabulating Forms, Ine., of New 
N. Y. Mr. Walker brings to this newly 
created post more than 20 years experi 
ence in business forms and systems work. 


Rochelle. 


Block & Anderson Expand 
Founded in 1922 by W. E. Block, pres- 
ent managing director, Block & Ander- 
Ltd. has grown from a small caleu 
lating machine agency to one of the 
foremost  oftice equipme nt manufactur- 
ers and suppliers in Great Britain. Com- 
plete 
the destruction of the company’s prem- 
ises in the London blitz and its building 


son 


reorganization was necessitated by 


is now being 
Especially at- 
showroom for 


in Kensington Chureh St. 
remodeled and enlarged. 
tractive will the new 
demonstrating machines, 


be 


Sit-Well CUSHIONS 


A Guarantee of Satisfaction! 


CUSHIONS TWO STYLES 
Since 1911 
402—Two Inches Thick 
PULLMAN FRONT 
Reversible—Damask Both Sides 
BROWN OR GREEN 
A—17” x 18” 
B—15” x 17” 
C—14” x 15” 


SINGLE EDGE 


2 COLORS IN ONE 


Reversible—Damask Both Sides 
Side— 


Brown One 
Green One Side 


A—17” x 18” 
B—15” 7 17” 
C—14” x 15” 
Chicago 

1051 N. Throop St., 


Prices F.O.B 
GEO. E. FOX & CO., 


- FEDERAL - FEDERAL - 


OS 


FEDERAL-FEDERAL 


Chicago 22, 


FEDERAL - FEDERAL - FEDERAL - FEDERAL - FEDERAi - 


CASH REGISTERS 


For INDEPENDENT Dealers 
(Liberal Open Account Terms) 


401—One Inch Thick 


$3.70 
$3.50 
$3.30 


Indicating resiliency—smooth bonded foam filler 
responds to pressure. Magnifying glass shows 
millions of intercommunicating cells combined 
ti. to make foam rubber fillers 


- Wwwusdad 


Iwudsdid 


he FEDERAL CASH REGISTER CO. 


DEPT. 18 P.O. BOX 2265 KANSAS CITY, MO. 
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SULPHITE 


@ Laboratory controlled 
for all climates 
@ Uniform jobs on open or 
closed cylinders 
@ Very black, excellent 
all-purpose ink 
@ Will not clog cylinders or pads 
@ Safe for all stencils 


Write for name of nearest jobber 


INK SPECIALTIES CO., Inc. 


523 N. HALSTED STREET 
CHICAGO 22, ILLINOIS 


In Canada: 


Carbon Paper Service Bureau 
94 Adelaide St., West, 
Toronto, Canada. 


A. B. Dick Product Development 


A. B. Dick Co. announced the appoint 
ment of Rudy P. Kaspar as manager, 
sales engineering department. He will 
be responsible for a product development 
program for A. B. Dick mimeograph 
products, A. B. Dick folding machines and 
\. B. Diek lithograph products. During 
his nine years with the company, Mr. 
Kaspar has been in field sales work and 
has served as manager of customer serv- 
ice and sales engineering representative. 


Brand Name Retailers 

Stewart Office Supply Co., Dallas, was 
named Brand Name Retailer of the Year 
in the oftice equipment and stationery 
field by Brand Names Foundation. How- 
ard Co., Midland, Texas, won second 
place; Ivan Allen-Marshall Co., Atlanta, 
was third; Diehl Office Equipment Co., 
Columbus, Ohio, and Belcher & Schacht, 
Long Beach, Calif., followed. 


Burroughs Vice President 


Clarence Dunlop, formerly consultant 
to the management of Burroughs Adding 
Machine Co. on manufacturing activities 
abroad, was named a vice president of 
the company by its board of directors. 
Mr. Dunlop, who makes his headquarters 
in London, England, will coordinate the 
continued development of Burroughs in- 
ternational operations. In announcing 
the action, John S. Coleman, Burroughs’ 
president, said: ‘‘World markets have 
been an important part of our business 
since the turn of the century, and in re- 
cent years we have expanded our opera- 
tions abroad substantially. Mr. Dun- 
lop’s new assignment is an indication 
of the growing significance of world 
trade in our total activities and of our 
determination to continue to expand our 


? 


services to business abroad 


Todd Cineinnati Plant 


Appointment of Robert L. Cunning- 
ham as manager of the Cincinnati branch 
printing plant of Todd Co., at 1014 
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NAME PLATES 


for Desk and Door 


ENGRAVED @ BEAUTIFUL - 
DURABLE @ ECONOMICAL 50 i 
Plastic in 2 handsome finishes: 
: 8 3 Black or Grey. Clear white letters. 
eo Metal feet for desk, or holes and 
3 CHA ster my ms : 
SHA TUSCO STAND. re screws for door. 8 and 9 long. vem : 
16 letters maximum. DISCOUNTS ¢ 
TUBULAR SPECIALTY MFG. CO. 


1940 Stanley Ave. Detroit 8, Mich. W M. A. i rT) R C f 
: ESTABLISHED 1921 & MPANY ID 


each, 
list 











64 White Street. New York 13.-N Y 


any le tr B Save Pime uth 
‘Erasures | Mages deez 


With a few feather-light strokes, 
a Rush FybRglass Eraser re- 
moves the last trace of an in- 
correct character—keeps your 
typing clean and professional- 
looking. 

Colorful plastic holder uses 
long-life propel-repel refills. It 
must satisfy you—or your money 


back. 

RUSH- 
-FYBRGLASS FRASER 
Order from your Dealer THE MODERN COPYHOLDER 


or send 50¢ and , 
name of dealer to RITE-LINE CORP. — - 15th yet W.. 


The Eraser Co., Inc. 
104 S. State St., Syracuse 2, N. Y. RITE-LINE copvruoitper 


Tue Orrice—April, 1952 161 























CURTA 
The 
Personal 
Calculator 
ey ry 1 


8x6x 

Weight: 

8 Ounces 
Price: $129.00 


Pius Federal 
Excise Tax 


“ ADDS @ SUBTRACTS 
ae MULTIPLIES © DIVIDES 
“ay DOES SQUARE ROOTS 


Rule of 3 is accomplished in one operation (multi- 
plication and division done simultaneously). 


SCIENTIFIC IN DESIGN AND APPLICATION 
(NOISELESS) 


Comes in rust and dustproof pocket-size container 
for easy carrying at ali times. 


Write for literature. Dealer inquiries invited. 


PRECISA DISTRIBUTORS, INC. 
P.O. Box 1557, Salt Lake City 4, Utah 








Premium prices paid this month 
for: 
(late models only) 


NATIONAL 30612 (118) 
NATIONAL 30412 (118) 

FRIDEN ST10’s 

MONROE MAT’s 

COMPTOMETER M & WM’s 
BURROUGHS CR BL 8 or (0 col. 
VICTOR PORT ELEC, 
BURROUGHS LATE BILLING MCH. 


Dress up your Burroughs Model 7's with 
VON'S SIDE PANELS & INCREASE 
PROFIT! 


VON SOOSTEN & CO. 
804 Pine St. St. Louis 1, Mo. 














MASO'S 


“Econome” 
STAND 


Has Handy Letter Size Drawer! 


This newest addition to Maso’s line of 
typewriter tables and stands is of all 
steel construction throughout. Choice of 
3 beautiful hammerloid finishes: gray, 
green, brown, Size 14/2” x 35”-27” Ris 
Write for details, prices. 


Visit Booth 3—N.0.F.A. Show! 


MASO STEEL PRODUCTS 
Dept. O, 81 W. Van Buren, Chicago 5, Ill. 











MANY LETTERS REACH US EVERY DAY 


from our business friends, proving that Buromarkt 
oftice equipment magazine is internationally recog- 
nized. If you are interested in the European market 
you can be informed twice a month about all new 
developments in Office Machinery, Office Devices, 
Office Furniture, Office Supplies and the compleie 
range of Commercial Stationery by the news and 
trade journal 


BUROMARKT International Journal of Office Equip- 
ment reaching 10,000 dealers and managers in all 
countries of Europe with the monthly supplement: 
Das Rationelle Buro, (The Efficient Office). 


P.O. 
INdependence 3-6815. 


Information from: Atlantic Service Agency, 
Box 415, Flushing, N. Y. 


Sample copies from: 


VERLAG PETER BASTEN, 
AACHEN, GERMANY 
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3roadway, was announced by A. Richard 
Todd, executive vice president. The plant 
manufactures protected, insured checks 
for banks and business concerns over a 
five-state area, southward to Virginia and 
westward to Indiana. 


Decorated Metal Moves 

Decorated Metal Mfg. Co., in operation 
in Brooklyn, N. Y., since 1907 has trans 
ferred its plant and oftice to Milltown, 
N. J., it was announced 
Atwood, president. The company manu 
factures metal spools and containers for 
typewriter ribbons. 


by George D. 


Heads Auto-Typist Service 

American Automatic Typewriter Co., 
manufacturer of the Auto-typist, an- 
nounced appointment of William J. Rodes 
as national service manager. Mr. Rodes 
has been in charge of service at the 
factory in Chicago for three years. Be- 
fore that he was with the Auto-typist 
dealer in St. Louis. 


Sales Consultants 


Paul L. Foster, until recently general 
sales manager for Mittag & Volger, Inc., 
now conducts the Foster Consultants & 
Sales Agency, Ine., at 303 Fifth Ave., 
New York 16, to provide manufacturers 
of packaged products sold through the 
stationery trade with effective sales and 
distribution Vernon G. Stark 
and Robert M. Hansen are officers in the 
new firm. Mr. Stark was with Mittag & 
Volger over 35 years. He became a diree- 


service, 


"How to Sell Pen- 
cils” is the 12th 
sales manual pre- 
pared for members 
of the National 
Stationery & Office 
Equipment Assn. 
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STORMS 


QUALITY PRODUCTS 


CARBON PAPER 
INKED RIBBONS 
CARBONIZED ROLLS 


“The Complete Line” 
Dealers... 


Increase your sales. 
fidence. 


Compete with con- 


Sell highest grade merchandise produced 
and guaranteed by a reputable manufacturer 
with a thorough knowledge of DEALER re- 
quirements. 


H. M. STORMS COMPANY serving the 
DEALER TRADE EXCLUSIVELY for more 
than a HALF CENTURY is exceptionally well 
equipped to provide everything required in 
CARBON PAPER, INKED RIBBONS and 
CARBONIZED ROLLS. 


We have complete modern facilities for 
packaging and imprinting under dealers’ 
private brands. 

Investigate our PERSONALIZED service. 
Carbon paper permanently identified with 
your brand name printed directly on each 
— of carbon. A sure way to build repeat 
sales. 


Write NOW fo Dept. H for details. 


H. M. STORMS CO. 
STORMS BUILDING 
BROOKLYN 16, N. Y. 


FI III IIA AIAD AAD AASD AA AIAS AAA A I ICN 
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Laue Tims eri Me 
The ORIGINAL 
OUTLOOKENVELOPES 
GLASSINE on CELLULOSE TRANSPARENCY 
A Size and Style for EVERY URPOSE 





Write for Samples 





and Prices 





Tie STANDARD | 
OUTLOOK ENVELOPE CO. 


100! W. WASHINGTON BLVUD., CHICACO. ILL. 


ADDING MACHINE PARTS 


Serving Dealers for 20 Years 
Write for Our Cataloa 
Tal aan nati 
|. A. DEHN, JR. 


The Pioneer Adding Machine Parts Man 
ADDING MACHINE PARTS EXCLUSIVELY 


P. O. Box 144, Elmhurst Station, 
Oakland 3, Calif. 


ADDRESSING 
MACHINE 
STENCILS 


ALSO 
FACILITIES FOR 
CUTT:NG, ADDRESSING 
AND MAINTAINING YOUR 
LISTS AT REASONABLE PRICES. 


ADDRESS-O-RITE | 


STENCIL’ & MACHINE CO., INC. 
64-74 W. 23rd St., New York 10, N. Y. 
OR. 5-3240 


CASH REGISTER 


eS 
WRITE FOR LATEST CATALOG 


International Cash Register Parts 


wcee 
go Cosh R 
N STREET C 





| are trade-named 
| forms. 


| of Dennison 


| ternational 


| mind 
| learned the manufacturing processes. His 
| ° . 

| views on employment brought him many 


tor in 1928 and treasurer in 1938. Col. 
Hansen specializes in advertising display 
and sales promotion. Mr. Foster, a prac- 
tical sales executive, operated the Foster 
Sales Service from 1924 to 1929. 


Litho Carbon Printing Co. 

Litho Carbon Printing Co., 230 Third 
St., Brooklyn 15, N. Y., has opened a 
plant to manufacture carbon paper and 
interleaved 
forms as well as other commercial print- 
ing. J. W. president of 
the company which has had 30 years ex- 
perience in Europe and South America. 
Their Litho Carbon 
as a non-curl, 
uses, economically priced. 
Litho 


produce one-time carbon 


Irvington is 


described 
sheet for all 

Their 
Carbon 


Paper is 
smearless 
forms 
Express 


Henry Sturgis Dennison 

Henry Sturgis Dennison, 74, president 
1917 died 
Death ended an active and 


Mfg. Co. since 
February 29. 
successful career as a manufacturer. In 
publie life, Mr. Dennison served in his 
home community, in the Commonwealth 
of Massachusetts, nationally and on in- 
graduation 
from Harvard, he joined the company in 
divi- 


committees. On 


Framington, Mass., working in all 


| sions to study the problems of manufac- 
| turing and to prepare himself for execu- 


tive assignments. 
and 


He had an inquiring 
manual skill as he quickly 


calls for service on governmental com- 
missions. Under his presidency, Denni- 
son Mfg. Co. continued its growth and 
last year set a new record with orders 
of more than $37 million. 


James Quartz 

James Quartz, 75, retired since 1945 
because of ill health but for 52 vears an 
executive of F. S. Webster Co. serving 
as factory manager in charge of pro- 
duction for over 40 years and from 1941 
to 1945 as vice president and a member 
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ponny bargain | 
, to canny Scots 


rf 


NO. 900 SUEDE 
Makes quick erasures 
on any kind of paper. 
Its softer gray texture 
and slightly octagonal 
shape contribute to its 
wide popularity. (No. 
9000 Suede Whisk is 
the same eraser with 
a whisk- brush at- 
tached.) 


Hoes, mon, here’s a gr-r-and one! The 
erasers that correct mistakes written in 
any language —clean and quick as _ the 
breeze blows the mist from the moors! A 
Scotsman-—and any man—will tell you the 
same. That’s why everybody wants these 
world-famous erasers. That’s why your of- 
fice folks will weleome them, Your sta- 
tioner has Weldon Roberts Erasers in 
many styles suited to your specific erasing 
requirements, 


WELDON ROBERTS RUBBER CO. 
6th Ave. & No. 3th St., Newark 7, N. J. 


World's Foremost Eraser Specialists 


Waldon Rovers 





& 
Correct Mistake 


s in Any Language 





@ 44 Non-glare keys. 
@ Line adjusting lever. 
for 3 different someioges 
single, 1/2 and double line. 
@ Automatic ribbon reverse. 
@ Clear type with high impact strike. 
@ Silent carriage return. 
@ Type-bars hardened to full length will 
hold alignment indefinitely 


Made in Western Germany 


The new Olympia Personal Typewriter offers a maximum 
of outstanding features, Its light touch assures fast typing 
with minimum effort, Clear, sharp type faces guarantee 
perfect, easy to read letters and permit from 6 to |2 clear 
carbon copies. Many handy typing controls for increased 
output. 


Write for illustrated literature today! 


INTER-CONTINENTAL TRADING CORP. 90 west sT., N.Y. 6, N.Y. 
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TYPEWRITERS 
ALL MAKES 


REGAL'S NEW YORK warehouse 
and 80 stock depots carry a re- 
volving stock of 10,000 machines. 


- _ Y, 4 F 


——————— 


HY 


REGALRITE BRAND 
RIBBONS oes CARBONS 


THE UTMOST IN QUALITY 
THE LOWEST IN PRICES 


Proven—Best by Test—Best for Less 


* 
REGAL TYPEWRITER COMPANY, INC. 


200 HUDSON ST., NEW YORK 13, N.Y. 


STENCIL BOOK FILE 


The Smart Way to 
FILE STENCILS 


Available in 50 and 100 page capacity. 


Contains index, numbered pages and pro- | 


duction record sheets. Special oil-treated 
pages keep stencils moist and flat for 
future use. 

Capacity 50 stencils 

Capacity 100 stencils 


TECHNYGRAPH CO., Techny, Hl. 
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ADDRESSING MACHINES 


EQUIPMENT-SUPPLIES-PARTS 


REBUILT ADDRESSOGRAPH 
ALL MODELS 
HAND & ELECTRIC 


WE MANUFACTURE... 
BUY and SELL Plates, 
frames, trays, cabinets, tabs. 
ribbons, speedaumats. Our 
large stencil embossing dept. 
gives fast, accurate service. 


REBUILT ELLIOTTS 
ALL MODELS 
HAND & ELECTRIC 
WE MANUFACTURE... 
BUY and SELL Fibre sten- 
cils, tong & short trays, 
cabinets, liquid & paste ink. 
Also Smith Stencil type- 

writers. 


WRITE FOR INFORMATION. PRICES & CIRCULAR 
Dept. 19-0, 40 W. 15th St., N. Y. 11, N. Y. 








MAILERS' EQUIPMENT CO. 


ACCOUNTING, 

\ BILLING, 

a se: 
& ANALYSIS 


<v 


» MACHINES 


& 


We furnish all special features and rebuild 
the machines you order to your direct speci- 
fications. All machines unconditionally guar- 
anteed. Inquiries invited. 


WE ARE ALSO BUYERS OF ALL MAKES 
OF OFFICE ACCOUNTING MACHINES 


Accounting Machine Export Corp. 
434 BROADWAY, NEW YORK 13,N.Y. 
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This window display 
of desk top equip- 
ment manufactured 
by Bert M. Morris 
Co., was decorated 
by Tom Burke for 
Schwabacher-Frey in 
Los Angeles. 


of its board of directors, died in Febru getting started. His inventive capacity 
ary. A native of Pittsburgh, he moved — was soon recognized and his contributions 
to Boston at an early age and joined F. to the earbon and ribbon industry have 
S. Webster Co., a new enterprise just been many. 


EXTENSIVE TESTS PROVE 





Your Typewriters Need 
AN ANNUAL ROLLER CHANGE 


For Best Results Insist on 


Ames 


FUTURISTIC 


5-Star Platen 


Manufactured and Distributed to Office Machine Dealers By 


Ames Supply Company 


CONTACT YOUR LOCAL DEALER OR REFER TO YOUR RED BOOK 
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oADVERTUSEIRS o 





Acco Products, Inc. 
Accounting Forms, Inc 
Accounting Machine Export Corp 


Acme Adding Machine Service Me Sales Corp. 


Addo Machine Co. 

Address-O-Rite Stencil & Machine Co. 
Adjusto-Swing Office Machine Stands Co. 
Ajax Time Stamp Co. 

Allen & Co. 

Allen Business Machines, Inc., R. C. 
Amberg File & Index Co. 

American Writing Paper Corp. 

Ames Supply Co. 

Arnot & Co 

Art Steel Sales Corp. 

Autocopy, Inc. 

Autopoint Co 


Bankers Box Co. 

Barrett Adding Machine Division 
Basten, Peter 

Battye-Franklin Corp. 

Boorum & Pease Co. 

Burroughs Adding Machine Co. 


Calculator Equipment Corp. 
Carliton-Surrey, Inc. 
Carter's Irk Co. 

Chart-Pak, Inc. 

Clar-O-Type Co. 

Cole Steel Eauipment Co. 
Codo Mfg. Corp. 

Columbia Ribbon & Carbon Mfg. Co. 
Commercial Controls Corp. 
Convoy, Inc. 

Copy Right Mfg. Corp 
Cotterman, |. D. 

Cramer Posture Chair Co 


Davidson . 
Dehn, Jr., |. 

Develop K. G. ‘Or. Eisbein & Co. 
Dewberry Engraving Co. 

Dick Co., A. B. 

Dictaphone Corp. 

Diebold, Inc. 

Ditto, Inc. 

Duplicator Corp. 

Dupli-Typer Co 

Duro Consolidated, Inc 


Easter Corp 

Ennis Tag & Salesbook Co. 
Eraser Co. 

Esleeck Mfg. Co. 

Evans Specialty Co 
Executive Furniture, Inc 
E-Z Sort Systems, Ltd. 


Faber-Castell Pencil Co.. A. W. 
Fabbrica Addizionatrice italiana 
Facit, Inc 

Federal Business Products, Inc. 
Federal Cash Register Co 
Force & Co., Wm 
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Foster Consultants & Sales Agency, Inc. 
Fox & Co., Geo. E 
Frankel Mig. Co. 


Gibian, Richard 
Gilbert Paper Co. 
Gray Mfg. Co. 


Hamann Calculating Machine Co. 
Hammermil| Paper Co. 
Hano Co., 


Hedman Co. 

Huff Sales Co. 

Hunt Pen Co., C. Howard 
Hush-A-Phone Corp. 


Imperial Desk Co. 

Ink Specialties Co. 

Inter-Continental Trading Corp. 
International Cash Register Parts Co. 
Invincible Metal Furniture Co. 


Karl Mfg. Co. 

Kee Lox Mfg. Co. 

Kellog Switchboard & Supply Co. 
Kline bo. mS 


Lanston Monotype Machine Co. 
Litho Carbon Printing Co. 


Maso Steel Products : 
Magnetic Recording Industries 
Mailers Equipment Co. ; 
Manifold Supplies Co. 

Marchant Calculating Machine Co. 
McGourty 

Mercur Printing Co. 

Milwaukee Metal Furniture Co. 
Minnesota Mining & Mfg. 

Morris Co., Bert M. 


National Cash Register Co. 
National Office Furniture Assn. 
Neenah Paper Co. 

Nettle Office Equipment Co. 
Neubauer Mfg. Co. 

New England Paper Punch Co. 
Norta Distributing Co. 


Odhner Sales, Inc. 

Office Publications Co. 

Office Products, Inc. 

Old Town Corp. . 

Olivetti Corp. of America 

Outlook Envelope Co. 

Ozalid, Division of General Aniline & 
Film Corp. * 


Palson Mfa. Co 
Paraliner Co. 
Peerless Imperial Co. 
Phillips Process Co. 
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Pitney-Bowes, Inc. 

Precisa Distributors Inc. 
Pres-To-Line Corp. of America 
Print-O-Matic Co. 

Pronto File Corp. 


Queen Ribbon & Carbon Co. 


Rapid Roller Co. 

Regal Typewriter Co. 

Remington Rand, Inc. 
Supplies Div.) 

Remington Rand, Inc, 
Div.) 

Replica Products Corp. 

Rex-Rotary — Corp. 

a Paper Co. 

Rite-Line Corp. 

Roberts Numbering Machine Co. 

Roberts Rubber Co., Weldon 

Robotyper Corp. 

Rockwell-Barnes Co. 

Roya! Typewriter Co. 


(Business Machines & 


(Management Controls 


Safeguard Corp. 
Sanford ink Co. 

Schwab Safe Co. 
Select-O-Phone Division 
Shaw-Walker 

Sheppard Co., C. E. 
Sheppard Envelope Ce. . 
Shipman-Ward Mfg. Co. 
S-K Forms Co. > 
Smead Mfg. 
Smith Co., 


Co. 
Charles C. 





HERE’S A SYSTEM THAT WORKS 


Send $3 to Office Publications Co., 270 
Madison Ave., New York 16, for a pair 
of binders (not sold singly). Each binder 
holds six issues of THE OFFICE and the 
last one in each binder (June and Decem- 
ber) contains a complete index of all issues 
in that binder. When you seek an article, 
look up the subject word in the index, or 
the item itself if in New Products. Easy? 
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Smith & Corona Typewriters Inc., L. C. Cover tt 
SoundScriber Corp. 16 
Speed-O-Print Corp. 40 
Standard Register Co. 70 
Star Loose Leaf Co. 129 
Stentor's 134 
Storms Co., H. M. . 163 
Strohmeyer & Arpe Co. 100 
Sturgis Posture Chair Co. 4 


Tallman Robbins & Co. 112 
Tauber Plastics, Inc. 136 
Technygraph Co. 166 
Thomas Mechanical Collator Corp. 104 
Time, Date & Number Inc. 126 
Tubular Specialty Mfg. Co. , tél 
Typewriter Sundries Co. Ltd. 


Uarco, Inc. 
Underwood Corp. 


Vanguard Engineering & Mfg. Co. 
Victor Adding Machine Co. 
Victor Safe & Eouipment Co. 
Von Soosten & Co 

Vue-Fax Corp. 


Wassell Organization 
Webster Co., F. S. 

Weston Co., Byron 
Wheeler Insulated Wire Co. 
Wiemer's, Inc. 

Worden Co 


Yawman & Erbe Mfg. Co. 





KARLO 


OFFICE MACHINE STANDS 
BUILT FOR SERVICE 


Combining 
Portablility— 
a 
ppearance— 
Dur ability 
Adjustable to the 
natural position of 
any pair of hands. 
KARLO STANDS 
are designed to 
give better service 
than any other of- 
fice machine stand 
on the market. 
KARLO STANDS 
combine added 
features which as- 
sure maximum port- 
ability, attractive 
appearance, utmost 
efficiency and 
greatest 
durability. 


Write fer 
full particulars 


KARL MANUFACTURING COMPANY 
32-36 lonia Ave. S.W., Grand Rapids 2, Mich. 























tL WE 
Seeml” 


Office Work Is Important! 


N February, on this page, it was 

suggested to readers that they 

describe in fifty or less words the 

importance of office work. Not 
a simple thing to do, yet a surpris- 
ingly large number of office execu- 
tives submitted some very commend- 
able entries. It proved extremely 
difficult to the Some 
readers decided to judge rather than 
participate and opined that we had 
won our own prize with: 

No one in this land could 

live here—or 
leave here without office work. 
Nevertheless, our $50 award goes 
to Lynford M. Foster who is seere- 
tary to the committee on budgetary 
control in the office of Na- 
tional Life Insuranee Co., Mont- 
pelier, Vt. He submitted: 

Office work is the hub around 
which the wheel of business 
revolves. Here is the center 
where the pertinent facts are 
gathered, sifted and dispersed, 
thus combining talents and 
providing the vital means of 
communication between the 
necessary components to estab- 
lish a definite course and pur- 


select best. 


ever get 


home 


pose for business. 


The importanee of office work 


should not be confused with paper- 
work volume. Nothing gains impor- 


tance because of volume alone. Too 
many persons believe clerical work 
is bad and they are often right be- 
cause the clerical work which they 
happen to judge is bad. It’s bad 
when people must fill out poorly 
designed forms and it’s worse when 
someone must post or tabulate data 
from forms. It’s bad when 
people without clerical training, or 
who have been trained for some- 
thing entirely different, are forced 
to devote much of their energies to 
clerical work because of faulty busi- 
ness organization. It’s bad when 
clerical talent is dissipated on hap- 
hazardly designed office procedures. 
The blame for the type of clerical 
work which impedes effort and an- 
noys people rather than expediting 
work and helping people, belongs 
upon the heads of our business and 
government leaders who refuse to 
recognize the importance of office 
work. When a piece of machinery 
is considered unimportant, no one 
spends time or money maintaining 
it, or bothers to improve or modern- 
ize it. Painting it a different color 
won’t improve performance any 
more than changing the office from 
ereen to gray. But if the top man 
took an interest in that machine; 
hired an engineer to look it over 
and a machinist to operate it, and 
if the top man did not forget all 
about the machine, that machine 
might be the best one in the whole 
plant. Similar attention from higher 
up ean do likewise for the office. 


such 
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To bring this bit of steel wire from the iron mines to your desk r 
6577* paper forms; 37 per cent of industry’s time is spent in paper 
work, analysts say. Probably much the same is true in your busi : 
Still, there is a tendency tn hunt in the factory for economies af 
speed-ups, letting paperwork “just grow”—overlooking a trem 
opportunity to make payroll and plant investment far more prod 


% 
® 


sireamlines paper Work... 


5 
Paperwork can be a clogging, costly thing—or with DITTO 
One-Writing Systems it can be a production tool which 

cuts out expensive delay and error, releases employees for 
creative work, coordinates and speeds action throughout 

your entire operation. 


Uican industry depends on__ | 
0) one-writing systems! (WV), 


IS 


‘Ss 





In these days of defense pressure and 
heavy paperwork, large companies : 
and small declare that their DITTO «<< 
systems, machines and supplies 

are more than ever essential for 

their peak efficiency. Today’s 

greatest economies and betterments 

are to be found in paperwork. 


Ask for specific data showing how 
the DITTO Payroll, Production, 
Order-Billing, Purchasing and 
other systems definitely streamline 

your paperwork and bring benefits 

, all down the line. No obligation, te sew oro 0-45, 
just write. one of the DITTO 
Systems Machines 


ITTO, Incorporated, 2237 W. Harrison Street, Chicago 12, Illinois 
j am 255 sia the United States and Canada 


Pig 
es: 





This machine has a 


MECHANICAL BRAIN 


... no wonder it turns out so much work in so little time! 





Here’s a mechanical marvel in saving 
time, money, effort. 


An office “genius” that can help solve 
the “‘girl-power”’ shortage. 

It’s the all-new ... all-purpose... 
*low-cost Underwood Sundstrand Model 
“E” Accounting Machine! 


The Model “E” is amazingly flexible. 
With it, you can post a variety of rec- 
ords ... and do all’ kinds of miscellaneous 
adding-figuring work. 

A Mechanical Brain—the control plate 
that directs automatic operations—speeds 
the work, minimizes errors. 


And don’t forget the accurate, fast, 


touch-operated Sundstrand 10-key key- 
board. So easy to operate! 


In short, the Underwood Sundstrand 
Model “‘E”’ is a marvel! 


But seeing’s believing! Get in touch 
with your Underwood Representative for 
a demonstration today. 


*Price starts at $1483 plus taxes. 
Subject to change without notice. 


Underwood Corporation 


Accounting Machines...Adding Machines... 
Typewriters...Carbon Paper... Ribbons 


One Park Avenue New York 16, N. Y. 
Underwood Limited, Toronto 1, Canada 
Sales and Service Everywhere 





